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ELECTRAMATIC... the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone Panama freauer 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC?” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 
Do yourself a favor—try “SELECTRAMATIC.” 


Call your Panama-Beaver man, always a live wire! 


ALWAYS VD A “TIMESAVER” COURTESY CARBON COPY 


Brooklyn, New York 





“‘| WAS FAILING SHORTHAND. .. 
UNTIL | DISCOVERED— 


DICTATION DISCS” 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Boost Your Salary! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy’ You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 


‘The key to shorthand speed is regular dictation prac- handling charges. Or, enclose cash, check or money order now and we will 








ice nd r de > student secr rv . . ~~ 7 . - 

po oo 9 = vie suppler agen py eed ship your records postpaid. Either way — this method MUST do every- 
precise and manner in which they are dictated thing we say it will or you may return records in 10,days for full refund. 
makes easier the climb to greater shorthand speed.’’ Mail the coupon now! 


William Cohen, World's Shorthand Champion 
(280 wpm for 5 minutes) 





‘‘In my estimation the dictation system of develop- 
ing speed is the best I have ever seen.’’ 

Thomas Cele, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 


ferent business letters containing 2,442 tains more than 2000 
“Your dictation records are made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
teaching profession. They ease my chores and make the 572 repetitions of the PHRASES, dic- | COMMONEST WORDS 
students’ work more enjoyable. By providing graded 


dictation in 1-minute 


tated in speeds of 60, 70, 80 and 90 | dictated into 31 different 
phenomenal!"’ 


WPM. Each of the four records con- | letters, also in speeds of 
tains every brief form. 60, 70. 80 and 90 WPM. 


spurts, the results have been 


Pau! Simone, Author of ‘A Stroke in Time” 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 





Dictation Dise Co new tors, 0.1. ae 


DICTATION DISC COMPANY 
170 Broadway, Dept. TS-9 
New York 38, N. Y. 


J 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
78 rpm—$5.25 per set 
[] Set No. 61 
60, 70, 80, 90 
records—2,500 words 





45 rpm 4-record sets $5.75 ea. 


— 


C) Set No. 38 
60, 70, 80, 90 


[] Set No. 41 


C) Set No. 44 
60, 70, 80 


100, 110, 120, 130 
4 records—7,000 words 


Please send me the records indicated. 
On arrival I will pay price indicated 4 


plus COD and handling charges. I 


() Set No. 62 
90, 100, 110 
records—brief forms 3 records—3,000 words 
& phrases, 3! different 


4 records—32 different 
letters. 4,000 words of [) Set No. 50 


letters, 3,570 words of dictation teal Ghaation —— 
must be delighted or may return rec- dictation __ Regal Dictation aS RTE He 
ord (s) in 10 days for full refund of legal dictation, on 78 rpm $14.50 
‘ , [) Set No. 42 speeds 80 to 120 9 records—60 to 150 
Dh S8,"s0, ee “BO, 90, 100 wpm 
60, 70, 80, 90 , 99, 7 = se 


Oi! enclose full payment now, please 
ship records postpaid. 
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4 records—500 com mon- 
est words, 3! different 
letters, 3,426 words of 


dictation | and 44—16 records, 119 60 to 100 
all different business 2 records—7.000 words 
letters 25.000 


4 records—32 different 
letters, 5,000 words of 
dictation 


C) Complete Course 
on 45 rpm $18.75 
Includes Sets 41, 42, 43, 


words of dictation, 5 7 
NAME (0 Set No. 40 [] Set No. 43 | different instructors. U1 Se Me Be 
40, 50, 60 100, 110, 120 [] Same as above, 2 records—10.000 words 
, . F but including Sets 

ADDRESS__ 4 records—32 different 4 vecords—3! different 

letters, 2.500 words of letters, 6,000 words of No. 38 & 39 $26.75 [] Complete Course ] 

dictation dictation $$ en LP $16.50 
CITY ZONE STATE records—60 to 130 | 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 


33% LP $8.75 per set 
[] Set No. 71 
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JAPAN 
is a long distance in time and miles 
from New York. A classroom is 

far removed from a business office 

in atmos- 

phere and 
attitudes. 

Yet Akiko 
Yurugi man- 9 
ages to 






combine 
all of them 
her way 
of life. For 
her, daily, 
“Two 


Worlds Meet.” 


SCHOOL 
starts in September for students 
and for secretaries if they re smart 
and ambitious. Frances Martin 
discusses classroom life “after five” 

. the whys and hows, And for 
the student who’s smart and 
ambitious, Peggy Rollason has some 
helpful words on “how to head 


in the right direction.” 


BOSTON 
was the goal of assistant editor 


Maura Mara in her attempts to 





discover how executives, secretaries, 
and typists at John Hancock feel 
about their system of communication. 
Her report: “Dial D For Dictation.” 
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\ THE COVER: the new neat look for 
a blouse finely tailored with 


collar, roll-up sleeves. 


Over it. a weskit. lined to match 
he blouse. Both by Ship ’n Shore. 
The tabric cotton, of course 


f 





possible, enclose an address label from a recent 


allow one month for change to become effective. 


York 36, N. Y. 





SUBSCRIPTIONS: Send subscription correspondence and change of address oj 
Subscription Manager, Tovay’s secretary, 330 W. 

N. Y. Subscribers should notify publication promptly 
giving old as well as new address, and including postal zone number, if any. If 


issue of the magazine. Please 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 


12 Street, New York 36, 


of any change of address, 
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WON'T SLIP 
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Typewriter 


WON’T CURL 








Let Mr. Roy Type show you how... 
one carbon paper solves three problems 


1. Slipping—eliminated by Roytronic’s non-slip coating 
...now you can make nine or more carbons without slip- 
ing—even in fast acting electric typewriters. 


2. Curling—eliminated by Roytronic’s new plastic back- 
ing...stays straight and flat regardless of temperature 
or humidity. Work goes faster and no copies are spoiled 
by accidentally curled carbon paper. 


3. Smudging— eliminated by Roytronic’s new ink for- 
mula containing imported Carnauba wax. No more 
“treeing,’”’ roller marks or other smudges. 


Mr. Roy Type invites you to try the one carbon 
paper that eliminates the three common carbon problems 
—ROYTRONIC®. 


did you Know... 


that Roytype makes over 1,000 different kinds of 
typewriter and tabulator ribbons? To be sure you're 
using the right one for the kind of work you do, talk 
it over with the Roytype Representative who calls on 
you. He's studied all office jobs thoroughly. His 
knowledge can be a big help to you. Use it! 
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“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 


Cle 


eptem her. 1959 
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For Free Sample, telephone Mr. Roy Type at the local 
Roytype office or send the coupon, with your company 
letterhead, to his home office. 


ROY ® carbon papers, ribbons, quality 
TYPE supplies for all business machines 
Products of Royal McBee Corporation, 

World’s Largest Manufacturer of Typewriters 


eeeeeeeen eee eeeeeeeeereeeeeee 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, ¢/o Royal McBee Corporation, 
Department P, Port Chester, New York 


; 0) Send me FREE samples of new ROYTRONIC Carbon Paper. 


0) Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


Your Name 





Firm Name 





Street Address 





City Zone State 





. 
. 
. 
. 
. 
. 
. 
. 
. 
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the boss will be 


three times as pleased 


with your typing on 
EAGLE-A BOXED TYPEWRITER PAPERS 


Get set for compliments — when the boss sees your letters and office 
memos on Eagle-A Boxed Typewriter Papers! He’ll like the sparkling 
look of your typing on the bright, clear surfaces of these fine papers. 
And he’ll never notice erasures, because of the good erasing qualities 
of Eagle-A Boxed Typewriter Papers. They come in letter and legal 
sizes, plain or ruled — in packets or the Eagle-A “Hinge-Top” box. 
Secretaries and teachers: for a free Miniature Sample Booklet and 
our Letter Placement Guide, write on your firm or school letterhead 
to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 


Ask your stationer for any of these popular Eagle-A Boxed Typewriter Papers: 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 

100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond « 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with “‘built-in erasability’’ 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 
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Want to Throw Something at the Boss? Your aim may be 
good, but your heart just won't be in it--not 
statistically, that is. A recent survey indicates 
women tend to lose their tempers on weekends. Work- 
days are reserved for the men. So are inanimate ob- 
jects. A gentleman may kick a chair as much as he 
chooseS--a lady, never. Other human beings and 
social situations tend to provoke women. Inciden- 
tally, beware of the boss before lunch. A hungry 
human may be an angry human. 


Retiring Boss? No, not shy--just retiring. If he 

is, these hints from American Business might prevent 
your retiring with him. 1 Check other phases of com- 
pany business so that you could shift to another de- 
partment. 2 Try to become indispensable to the com- 
pany by developing a special job or service. 3 Pre- 
pare now for that possible step up the ladder. 4 Join 
professional groups and increase acquaintances. 5 Ask 
your present boss for help. 6 If all else fails, 


build up a cash reserve and advertise for another 
job. 





These Telephone Types are offered by The Toastmaster. 
Mr. Diplomatic Immunity--he wants to talk to the 
boss immediately, but his name and business are strict- 
ly Top Secret and Confidential. J. Firmly Morning- 
coat--this man insists, even if he has the wrong 
number. Barley Bigshot--he doesn't believe in 
politeness. Someone once told him a practiced snarl 
was the mark of a big executive--and he's been 
practicing every since. Recognize anyone? 





Depression Babies will be in great demand by 1965, 
when an acute shortage of young adults in the 
twenty-five to forty-four age bracket is expected. 
One possible solution? Away with compulsive retire- 
ment at sixty-five. 


NEW "DREAMBOAT" for executives is the German liner 
Bremen. Complete with office, dictating machines, 
and multi-lingual secretaries...THAT MARRIAGE- 
GO-ROUND (with apologies to Broadway) is really 
racing around. By 1958, more than two out of every 
three persons aged fourteen and over, 82 million 
were married...TEAR JERKER. Handkerchief man- 
ufacturers are sobbing quietly into their products 
these days. Too many people use paper tissues. Too 
many days pass without those sniffles dear to every 
handkerchief man's heart. Oh, for a good old- 
fashioned cold. 


September. 1959 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 
chases the “blues.” J 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation 
is yours, FREE. Write Dep't TS-99, Box 280, 


New York 18, N. Y. (Sent in plain wrapper). ‘ 














ELECTRIC TYPEWRITER 





Smith-Corona...the electric 
that challenges comparison 











" Smith-Coron a | 
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CUSHIONED TOUCH 


(enc r at stroke end) 





WORLD'S FASTEST 
ELECTRIC TYPEWRITER 

















Smith-Corona 


Electric 


COMPARISON CHART Corona c | o 
FASTEST PERFORMANCE! FINEST FEATURES! FIRST 
AUTOMATIC MARGINS ° - ° 
(one-hand, one -s'ep operation) Y Y IN VALUE! Compare the Smith-Corona Electric Type- 
ri 7] : rou’ll see why it’s rated 
ennai Galilee isdn Y writer with the rest, and you ll see why it at 
best! Call your nearest Smith-Corona representative 
race wag satin Y for a demonstration, and test the Smith-Corona 
ee ; ss ~ . . . . ' 
oaait taaee / Electric before you decide on any new typewriter! 
curately indicates bottom margin) Y 
KEYBOARD SLOPE 
natural finger movement) Y 
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CEL-U-DEX versatile signals have a new 
“viewpoint” —a reusable three-tier vanity box 
of clear plastic. Holds assortment of six 
colors, 100 of each. Signals themselves can 
double as clips, serve control and classifica- 
tion, i.e., red means boss has seen it. Informa- 
tion and samples from Cel-U-Dex Corp., 


Dept. TS, New Windsor, Newburgh. N-Y. 





BURGLAR ALARM. A steal in efficiency. Needs no wiring, presents 
no problems—except to burglars. Insert alarm clips between door 
and frame or in window and desk, then switch to “on” position. Ente 
the thief, and he'll be alarmed—by a howling siren. In “hammer 
tone” grey, it is made of steel and operates on one standard flash 
light battery. Price, $1.98, ppd.: from Hollis Company, Dept. TS. 
1133 Broadway. New York 10, N.Y. 


SPEED-O-PRINT PHOTO-COPIER ollers sale 
duplication of papers, without duplication of 
effort. Developer fluid flows automatically to 


and from special sealed bag. 


Separate 
storage compartments eliminate confusion of 
positive and negative papers. From Speed 
O-Print Corp., Dept. TS, 1801 W. Larchmont 


Ave.. Chicago 13, IL 





LITTLE GIANT FIRE ALARM goes into action instantly as surrounding 
air reaches temperature of 135° F. Shrill, piercing whistle sounds 
for a full five minutes. Requires no electricity, no batteries, and 
no connections. Protects areas up to 300 feet and is guaranteed fo 
lifetime according to manufacturer. Price, $3.98, ppd.; from Sta 
Dri Products, Dept. TS. 147-47 Sixth Ave., Whitestone 57, N.Y. 


CADO-MARKER, This felt-tipped instrument 
writes on almost any surface. Just the size 





of one crayon, it colors like eight—factory- 
; filled with a variety of oil-based inks. A 

& twist of the wrist and script ranges from 
Af? J thin to broad. Won't smudge. Price, 89 
pe yt cents (refills, 50 cents); from Cushman & 
Denison Mfg. Co., Dept. TS, Carlstadt, N.J. 


MIGHTY MITE. There are “no strings at- 
tached” to this strapping kit, just 2,500 feet 
of copper-coated steel—the perfect material 
to reinforce or seal shipping cartons. One 
stroke of the lever, a few seconds of time. 
and your package is ready. Price, $57.85, 
ppd.; from Inland Wire Products Co., Dept. 
TS. 3947 S. Lowe Ave., Chicago 9, II. 
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Makes dictation so easy 
to read and write... 


A secretary’s best friend! Extra fine 
ball point writes clear, neat notes... 
and 60% longer. Extended ball car- 
tridge lets you see—as you write. Looks 
and feels like a pencil. Beautiful blue 
pearl polish finish. Brilliant blue ink 
color. No leak, no smear, no fade, no 
transfer. 39¢. Less in quantities. 


Since 1849 Trademarks Reg. U.S. Pat. Off. 


EBERHARD FABER 


WILKES-BARRE, PA. © NEW YORK © TORONTO, CANADA 
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AUTOMATIC MARGINS 


(one-hand, one-step operation) 





ON-OFF SIGNAL LIGHT 





ERROR CONTROL 


(eases corrections, line justification) 





PAGE GAGE 


curately indicates bottom margin) 
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KEYBOARD SLOPE 
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ELECTRIC TYPEWRITER 
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FASTEST PERFORMANCE! FINEST FEATURES! FIRST 
IN VALUE! Compare the Smith-Corona Electric Type- 
writer with the rest, and you’ll see why it’s rated 
best! Call your nearest Smith-Corona representative 
for a demonstration, and test the Smith-Corona 
Electric before you decide on any new typewriter! 


Smith-Corona 


Electric 
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CEL-U-DEX versatile have a 


“y iewpoint 


signals new 
a reusable three-tier vanity box 
of clear plastic. Holds assortment of six 
colors, 100 of each. Signals themselves can 
double as clips, serve control and classifica- 
tion, i.e., red means boss has seen it. Informa- 
tion and samples from Cel-U-Dex Corp., 


Dept. TS, New Windsor, Newburgh, N.Y. 





BURGLAR ALARM. A steal in efficiency. Needs no wiring, presents 
no problems—except to burglars. Insert alarm clips between door 
and frame or in window and desk, then switch to “on” position. Entet 
the thief, and he'll be alarmed—by a howling siren. In “hammer 
tone” grey, it is made of steel and operates on one standard flash 
light battery. Price, $1.98, ppd.: from Hollis Company, Dept. TS. 


1133 Broadway. New York 10, N.Y. 


SPEED-O-PRINT PHOTO-COPIER offers sale 
duplication of papers, without duplication of 
effort. Developer fluid flows automatically to 
and from special sealed bag. Separate 
storage compartments eliminate confusion of 
positive and negative papers. From Speed 
O-Print Corp., Dept. TS, 1801 W. Larchmont 


Ave.. Chicago 13, Hl. 





LITTLE GIANT FIRE ALARM goes into action instantly as surrounding 
air reaches temperature of 135° F. Shrill, piercing whistle sounds 
for a full five minutes. Requires no electricity, no batteries, and 
no connections. Protects areas up to 300 feet and is guaranteed for 
lifetime according to manufacturer. Price, $3.98, ppd.; from Sta 
Dri Products, Dept. TS, 147-47 Sixth Ave., Whitestone 57, N.Y. 


CADO-MARKER. This felt-tipped instrument 
writes on almost any surface. Just the size 
of one crayon, it colors like eight—factory- 
filled with a variety of oil-based inks. A 
twist of the wrist and script ranges from 
thin to broad. Won't smudge. Price, 89 
cents (refills, 50 cents); from Cushman & 
Denison Mfg. Co., Dept. TS, Carlstadt, N.J. 





MIGHTY MITE. There are “no strings at- 
tached” to this strapping kit, just 2,500 feet 
of copper-coated steel—the perfect material 
to reinforce or seal shipping cartons. One 
stroke of the lever, a few seconds of time. 
and your package is ready. Price, $57.85, 
ppd.; from Inland Wire Products Co., Dept. 
1S, 3947 ~ Lowe Ave., Chicago 9, Ill. 
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NOBLOT 
SEne- 


Makes dictation so easy 
to read and write... 


A secretary’s best friend! Extra fine 
ball point writes clear, neat notes... 
and 60% longer. Extended ball car- 
tridge lets you see—as you write. Looks 
and feels like a pencil. Beautiful blue 
pearl polish finish. Brilliant blue ink 
color. No leak, no smear, no fade, no 
transfer. 39¢. Less in quantities. 


Since 1849 Trademarks Reg. U.S. Pat. Off. 


EBERHARD FABER 


WILKES-BARRE, PA. © NEW YORK © TORONTO, CANADA 
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Dear Boss, 


‘Just a few words from your departing secretary. Ever since 
you got me this new brighter, whiter Hammermill Bond, our 


lives have changed. Haven't your letters simply glowed? 
Haven't we had a big sales year? 





Didn't you get promoted? 
And haven't I been getting out on time for my dates? 

(That's because Hammermill Bond erases so neatly I didn't 
have to do your letters over again when I made a mistake. ) 


Thanks, boss dear, for remembering to ask for Hammermill 


Bond. Now, will you please wind up that conference? You 
and I are getting married today. Remember? 


MMERAZ 
w"BonD 


Hammermill Paper Company, Erie, Pennsylvania 








Q. Should a singular or a plural verb be 
used with the words none and some? Does 
the plural object of a prepositional phrase 
following none or some always require a 
plural verb? 


{. None was formerly considered a 
singular word and thus required a singu- 
lar verb. In modern usage. however. a 
singular or a plural verb is chosen. de- 
pending on the prepositional phrase that 
follows: 

None of the bond paper was used. 

Vone of the parcels were well 
wrapped. 

Vone were injured. (Meaning none of 
the passengers.) 

Likewise. some is considered singular 
if it refers to a mass or bulk of anything. 
as money. grain, liquid. Thus: 

Some of the oil was spilled. 

If it refers to units or to individuals 
of a whole group, it is considered plural. 
Thus: 

Some of the trees were broken. 








Q. Is it proper business procedure to type 
ec: John Smith at the bottom of a letter. 
and not send the carbon copy to Mr. Smith? 

In this case. John Smith had more au- 
thority than the person writing the letter. 
and it was plainly an attempt to intimidate 
the recipient. 

If incorrect. how can I remedy the situa- 
tion? 


A. When one types ce: John Smith, it 
usually means that John Smith will re- 


ceive the carbon copy. Your employer. 


however, must have a very good reason 
for pursuing his course of action: as his 
secretary you would have to follow his 
instructions. | would, however, indicate 


on your file copy that Mr. Smith did not 
receive a copy as per instructions from 


your employer. 
The secretary should not feel awkward 
when her employer asks her to do some- 


thing a little different from the usual 


routine. 
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TYPEWRITING 
Alan 
BUSINESS ARITHMETIC 
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SHORTHAND 


,arle 


FILING 





following is correct? It 
handle it. 


upon how we handle it. 


{. On 


Q. Which of the 


depends on hou we It depends 


and 


upon are interchangeable. 
although upon is somewhat more em- 
phatic and formal than on. 


It should be 


two-word phrase 


that the 
a different 


desk.” 


of course. 
up on has 


noted. 


use, as “She climbed up on the 


it legal to sign transcri pts. letters of 


Q. Is 


application, business forms. etc.. with a rub 


ber stamp bearing the imprint of a personal 


jgnature ? 


{. We find no reference that will accept 
a rubber-stamp personalized signature as 
form let- 
“legal” mat- 


legal.” This is done on some 


ters. but they do not entail 
cer. 

Photocopies of trans¢ ripts (which. of 
include the signature) 
ceptable. 

We 
rubber-stamp signature on letters of ap- 
plication. Even if it were legal, it would 
be considered in poor taste. 


course, are ac- 


do not recommend ever using a 


Q. How should one the James 
McGraw in a heading using all caps? I have 
both JAMES McGRAW and JAMES 
GRAW used. 


ty pe name 
seen 


Mi 


A. The reference guide used by McGraw- 
Hill editors gives the following rule for 
prefixed names: “When prefixed names 
re being set in caps, the prefix, if dis- 
joined, is also set in caps. Examples: 
DES MOINES, LA SALLE, and VON 
DAHM. If the prefix is joined, it is clearer 
if only the first letter is capitalized. Exam- 


ples: McDONALD and MacDOWELL.” 
Thus, JAMES McGRAW should be 

used 
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No waiting 
for copies 


with A 
the 
fastest f | 
copying 
machine 


that 
anyone 


Cah 
USE 






—— 


Only Thermo-Fax" Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost! 


_. 


Here’s the quickest copying method of all. The simplest, too. Because 
it’s completely electric, your ““Thermo-Fax’’ Copying Machine is ready 
whenever you need it. No chemicals to bother with. No negative to 

make before getting a completely dry copy for instant use. 

— It’s so fast and easy that anyone can 
copy needed information in just 4 seconds. 
It’s so versatile that many also use it as 
a billing, accounting, addressing and 
labeling machine. To learn how it can 
speed your office systems at low cost, call 


seconds your local dealer. Or mail the coupon. 
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~- WHERE RESEARCH IS THE KEY TO TOMORROW . 

Minnesota Mining and Manufacturing Company . 

Dept. DCA-99, St. Paul 6, Minnesota . 

Name . 

Company ° 

THE TERM “THERMO-FAX Address ° 

1S A REGISTERED TRADEMARK 

OF MINNESOTA MINING ANE City Zone State 


)MPANY 


MANUFACTURING 
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HE’S DEMONSTRATING 


PLASTTSOL 


THE NEW ALL-PURPOSE CARBON PAPER 


One weight, one finish! Plastisol handles every typ- 
ing requirement with every typewriter. 
Outperforms them all! Plastisol delivers clean, per- 
manent copies with the uniformity you’ve always 
wanted. 

See it in action! Plastisol carbon paper will be dem- 
onstrated without obligation in your office. Write 


or phone for an authorized Columbia representative 
to call. 


ay 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 














Q. I have been working in the same posi 
tion for the past nine months, but my em 
ployer still refuses to entrust me with any 
responsibility. The work I am assigned in a 
week, l could accomplish in one day and 
even this is not of a demanding nature. Hou 
can I suggest to my boss that I am not onl) 
capable but eager to accept more responsi 
bility? 


{. Try submitting a written statement 
to your employer explaining that you do 
not feel your talents are being utilized 
to the fullest. You might use the dollars 


and cents angle: “You are paying a very 
high salary for a clerk.” Tell him you 


are not the type of person who is happy 
twiddling her thumbs. and _ try listing 
three or four things that you might be 
able to do to relieve him of detail. 

We must give your boss the benefit 
of the doubt. He might not be aware of 
how you feel because of previous ex- 
periences with lax secretaries. 





Q. What are the correct forms of OK? 


A. This informal abbreviation is seen in 
various forms, but the one recommended 
by the Merriam Webster Dictionary is 
O.K., with OK a second choice. The past 
tense and participle forms are written 
O.K.'d and O.KVing. 

The variants okay and okeh, though 
used, are not so clear as the capitalized 
letters. 


Q. { question has arisen as to whether 
council or counsel should be used in the 
following sentence: 
Just a note to thank you for taking the 
time away from your business to spend a 
day with us in council or counsel on some 


of Our problems. 


A. Council is a noun meaning an as- 
sembly, as the City Council. 

Counsel may be either a noun or a 
verb. As a noun, it means advice. the 
deliberation of an assembly or an attor- 
ney. As a verb, it means to give advice. 

We suggest the following recastings of 
the sentence you quote: 

Just to thank you for taking the time 

. to spend a day attending the coun- 
cil that is considering some of the prob- 
lems. 

Just to thank you for taking the time 

to spend a day counseling us on 
some of our problems. 
(Continued on page 62) 
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ACCO BINDS PAPERS IN SECONDS 


ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


~ ONE FINGER DOES IT! 


e press to open e press to close 





» 






SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
%" capacity —yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 


release spring-action grip. Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size. 


50 YEARS of leadership in binder design and filing systems ® 
precede Accogrip. Now at office outfitters everywhere. Or write: | fz 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. ACCO PUNCHLESS BINDER 
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INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET 
has permanent 

printed circuits and 
built-in erase bar. 

Tucks into briefcase, 
car glove compartment, 
desk drawer... 

goes where you go. 


omptometer 

rporation 
... Better Products 
to Better Business 


Send this coupon 


FOR DESCRIPTIVE 
LITERATURE! 


COMPTOMETER 
CORPORATION 


1708 N. Paulina St., 
Chicago 22, Ill. 









ONLY FULLY TRANSISTORIZED 


~ PORTABLE 


dictation machine with 


All controls 
. In your han 


. \ L COMBINATION 
7 MICROPHONE-SPEAKER 


(Photos 2 actual size) 
BYs" x 64" x 159%" —4) Ibs. 


oOmptometer 
Ea -_ 
« oronet 


Gt” 
Microphone Control. ALL operating controls are in the full 
hand-size mike. Makes dictation as easy as talking. 


Perfect Dictation Every Time. No confusing corrections. 
Just dictate new phrasing over old—perfect dictation always! 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR VOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Standard Desk 
Machine. Belt can be reused thousands of times. No recur- 
ring costs as with ordinary belts, discs, cylinders—a saving 
that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 


Scaled down in all but performance, here’s big machine 
service and big new advancements, at your hand wherever 
you may be—complete portability! 


C1) Send me Coronet literature [1]! would like to see the Coronet 





Name__ oe cae ____Position___ — 
Firm. - - > citation 
Street_ . a a ee ee 
————— — ——a 





SECRETARIAL 


bookshelf 





TIPS ON YOUR POST OFFICE. Margo lisch- 


St. 


The William-Frederick Press, 391 E. 149 


, Bronx, N. Y. Two-color. 15 pp. 25 cents. 


Did you know your post office will find 
the new address of someone who has 
moved, retrieve a letter you regret 
you've sent? This booklet will acquaint 
you with all the post-office facilities. 
{mong them: regulations and rates for 
the various class mails and parcel post: 
best times and ways to mail for rush 
or special service; facts on the dead 
letter office. A must for every mail 
minded secretary. 


WHAT TO DO ON SPECIAL OCCASIONS. 


G. 


J. Griffen. Pamphlets, Dept. O-1, 13. E. 


53 St., New York 22, N.’Y. Two-color. 15 pp. 


25 cents. 


Is one expected to introduce herself to 
the president at a company dinner... 
to take a gift to a christening party? 
The fun of festive occasions is often 
spoiled by worrying over the “what to 
do's.’ This pamphlet cites accepted 
rules and customs for christenings. 
graduations, engagements. weddings. 
anniversaries. etc. Good reference to 
have on hand. 


WEBSTER’S NEW WORLD DICTIONARY, 
College Edition. The World Publishing Co.. 


999 


260 


Pp- 


1 W. 110 St., Cleveland 2, Ohio. 1.760 


$6.75. 


At a loss for words? Not when there’s 
a college edition of the Webster's New 
World Dictionary on hand. This biggest 
desk dictionary features understandable 
definitions and realistic pronunciations 
of over 140,000 vocabulary entries. 
Other highlights: 1.200 pictures, listing 
of special signs and symbols. etc. Check 
up on your boss and yourself by check 
ing with the New World Dictionary. 


SCRIPTOGRAPHIC BOOKLETS. Channing L. 
Bete Co.. Inc., Greenfield, Mass. Two-color. 
16 pp. 25 cents each. 


You and Your Bank. Graphic spreads 
covering the services provided by a com- 
mercial bank. Explains how a checking 
account works, value of a savings ac 
count, various loans available, safe de 
posit facilities, and advantages of a 
bank as an executor, administrator, or 
trust officer. 


How to Buy a Home—even if it’s still in 
the wishing stages. Points out the facts 
every prospective home owner should 
consider when choosing a neighborhood. 
a site, and the house itself. How about 
financing it? The booklet puts down lots 
of advice, if not the down payment. 
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Seed-O- Print 


THE GREATEST 
hoto-(\opier OF THEM ALL! 


og GUO ing. a‘ 


re 
NOTHING TO MIX SEC 


. NOTHING TO SPILL. 
COPIES IN SECONDS. SPEED-O-PRINT cCoRPORATION 
AUTOMATIC PAPER 1801 W. Larchmont Ave., Chicago 13, III 


EJECTION. 
SEG wer SPEED-OsPRIiNT (8S Vie 
ny tS ees GREATEST PHOTO-COPIER OF THEM ALL 


PORTABLE—LIGHT WEIGHT. rN Geel ') te), Ma se)ey Sam, lemme) -iticy wile]. 


SIMPLE TO OPERATE. Speed-O-Print Corporation 


LOW PRICE. Please send me complete information about the new Speed-O-Print 
Photo-Copier. 
Nome 
Company 
Designed by DAVE CHAPMAN INC Address ___ _—___— 


City tndenneeditinnts 


SPEED-O-PRINT DEALERS AND DISTRIBUTORS THROUGHOUT THE WORLD 


September, 1959 




















WINNERS 


Here are the top eight classes in Esterbrook’s national Gregg Shorthand Contest 


COLLEGIATE, CLASS A 
Ist Place: 


School 
North Carolina College 
at Durham 


2nd Place: Fairleigh Dickinson 


University 
COLLEGIATE, CLASS B 
Ist Place: Saint Helena Commercial 
College 


2nd Place: N.Y.S. Agr. & Tech. 


Institute 
HIGH SCHOOL, CLASS A 
Ist Place: 


Loean Senior High School 


2nd Place: Cumberland Township 


Hieh School 
HIGH SCHOOL, CLASS B 
Ist Place: Saint Joseph High School 


2nd Place: Sacred Heart High School 


These eight shorthand classes have been judged the 
best in all the United States in Esterbrook’s annual 
Gregg Shorthand Contest for 1959. Congratulations 
to the winning students and teachers alike. And con- 
gratulations, too, to the many other fine classes that 
entered the contest. 


Another contest will be announced very soon. So 


if your class didn’t enter this vear. you'll have vour 


City Teacher 
Durham, North Carolina John V. Turner 


Rutherford, New Jersey Dr. Eileen T. Costello 


Sister Bernardine Sienna, S.C.N. 


Louisville 3. Kentucky 


Delhi. New York Robert J. Bishop 


Logan, Utah Robert B. Williams 


Carmichaels, Pennsylvania 


Evelyn M. Griffith 


Lowell. Massachusetts Sister Saint-Matthieu 


Chicago 21, Illinois Sister Elizabeth Marie. O.S.F. 


chance again. Watch for details in this magazine. 

And remember, all year round, in all your short- 
hand, you'll do better, easier-to-read work with a 
Gregg-approved Esterbrook pen (Gregg point No. 
1555). The cost is a modest $2.95, yet an Esterbrook 
is a quality. precision pen that can last you a life- 
time. And points are replaceable. If you damage one, 


a new point threads in in seconds. What economy! 


Gsterbrook Sms 






i4 


The Classic only $2.95 


The only Gregg-approved 
pen with replaceable points 
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Prepare 


@ Compiling publicity scrapbooks for 
company officials engaged in public af- 
fairs is quickly becoming a part of the 
The 


girl who masters a few tricks of this scis- 


Set retary s extracurricular duties. 
sors-and-paste-pot trade helps turn what 
could be an onerous task into a treat. 
\ssuming that you do not work in a 
public relations office or advertising 
agency, where pressbooks are jobs for pro- 
fessionals, the following pointers will 
help you produce a scrapbook the boss 
will be proud to display. And if you've 
never worked with him on such a project, 
it will be an eye opener as well as a fas- 


cinating change from routine business as- 


signments. 
Let's suppose your boss has been 


elected chairman of a month-long com- 
munity charitable drive. Plan immediate- 
ly for the scrapbook he'll eventually want. 
Even if he now claims “I don’t care about 
the publicity,” the record you keep will 
be of value at some future date. 

If the civic organization released the 
original announcement of your employ- 
ers election or appointment, ask them for 
extra copies of the release and photo. 
Label a large red expansible folder with 
the campaign title and date and use it to 
store subsequent newspaper clippings. 

Ask your boss if he'd like you to order 
a clipping service from a reliable agency. 
Then, send the agency several copies of 
each release as it is issued. Specify the 
type of clipping you're looking for, the 
length of time your order is to stand, and 
other particulars to simplify their search. 
For example: if your story should be 
picked up by a national news syndicate, 
tell the clip service to send a few repre- 
sentative articles, not every mention that 
appears. You'll want as many individual 
local stories as the service can find, but 
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A Publicity Scrapbook 


BY MARGARET NORTON 


page after page of the same AP or UP 
article is not necessary. These can run 
into the hundreds, and at 15 cents apiece, 
the bill would be prohibitive. 

If releases are to be issued periodically 
throughout the campaign, keep a folder 
for each “break” with its own release 
and photo. File the clippings in chrono- 
logical order. If you can obtain full copies 
of the newspapers. save the entire front 
page and tear sheet on which your story 
appears. 

Magazine “breaks” are a special feath- 
er in your boss’ cap. Save not only the 
cover and article but also the index page. 
Then underline in red china crayon the 
title of the story or the section in which 
his mention will be found. 

If special mailings have been sent to 
other prominent citizens, you might want 
to keep copies of the letters of invitation. 
Your employer's notices to employees on 
the progress of the campaign should also 
be saved. Plan to include samples of the 
fund-raising literature, keeping at least 
two copies so front and back can be dis- 
played. Naturally, nothing of a confiden- 
tial nature should be included in such a 
scrapbook. 

The size of the book you select de- 
pends, of course, on the number of clip- 
pings to be featured. If it’s a short-term 
project, a bound cover holding a certain 
number of pages might prove large 
enough. If the campaign is to be lengthy 
and worthy of extensive press coverage, 
a larger, expansible book with separate 
covers and metal extension posts would 
be more suitable. Always use a loose-leaf- 
type binder so you can insert new ma- 
terial and rearrange the pages easily. 

Sheet sizes range from 814 by 11 inches 
through 11 by 14 inches to those large 
enough to accommodate full-size news- 


paper pages. Acetate sheet covers protect 
the clippings and lend a richer effect. 
Other equipment for the scrap book artist: 
rubber cement. colored china pencils, 
white pencils, India ink and pens, ruler, 
and scissors. 

When it’s time to prepare the scrap- 
book, select a day you know will provide 
few interruptions—perhaps when the 
boss is out of town or attending a meet- 
ing away from the office. Get out your 
collection of folders and do a little pre- 
planning before plunging into the paste 
pot. Remember, the more varied your 
presentation, the greater the visual in- 


But still 


throughout. 


terest. you need continuity 

One good way to achieve this is by 
using a copy of each release as an in- 
troductory page for each section. Sepa- 
rate and arrange the pages of the release 
artistically, perhaps beginning with the 
last page mounted in a lower corner and 
fanning out the others on top. The en- 
tire first page is then readable, and the 
back pages can be perused if the upper 
corners are attached so they can be lifted. 
Experiment with the arrangement before 
pasting and stapling. You want to be sure 
you've found the most attractive and 
legible effect. 

Having mounted the announcement re- 
lease and photo, use the following pages 
for newspaper stories resulting from that 
one release. Do not crowd too many clip- 
pings on one page or the important ones 
will lose their dramatic worth. One good 
story to each page is more effective. And 
do not mount clippings on both sides of 
the page—use only right hand pages. 

Now’s the time to use those front pages, 
magazine covers, and index pages. If your 
story made the New York Times, St. Louis 


> a Se os 
Post, (Continued on page 52) 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 59 


The Order Makes the Difference 
In the following pairs of definitions. a and 6 indicate words that contain exactly 
the same letters, but in different sequences. What are the words? 


1. a. A daily record of experiences 2. a. Calm: without noise. 
b. A place where milk products are sold. b. Completely; wholly. 
3. a. Haphazard; without plan. 1. a. Stockings 
b. Expressing a cause or reason. b. Long-handled tools for weeding 
>. a. Informal or social talk. 6. a. A shape formed when straight lines 
b. Protection from loss, especially ot meet 
forests and streams b. A spiritual being. 


Which Verb? 


Which of the verbs within the parentheses is correct in each of the following 


sentences? 

] Bob is discourag i) Lise wither his father nor his friends (understand. undet 
stands) why I ised the scholarship 

2. A supply of letterheads, as well as onionskin paper and carbon paper, (has, have) 
bye 1 requisitioned 

3. Ifeel that $10 (is. are) too much to pay for that hat. 

1, One of the boys (have. has) promised to clean the boards 


t 


5. Sandra is one of those disagreeable persons who never (fail, fails) to claim that they 


+} 1] 


knew it all alo 
| ] — . . 1 ] = . Saas 
6. Each of the members (was, were) asked the same question. 
7. Corned beef and cabbage Cis. are) on our menu today. 
Here in the hall closet (is, are) the sweater and raincoat I thought I had lost. 
y Several (was. were) invited. but few (has. have) accepted. 


t 
10. If 1 (was, were) you, I'd hesitate to make that promise. 


’ 

Number, Please! 
Some numbers in the following sentences are incorrectly written. Others are 
shown in the correct style. Substitute the proper forms for any that are wrong. 


> 


| The price range for this tv} e of ranch house is 820.000-35.000. 


2. Blueberries this summer are selling for $.59 a pint. 

5 Please deliver the order to my home, 1.350 Broad Street. 

1. In just five years this neighborhood has deteriorated tremendously. 

5 Your assis gnment lor tomorrow starts on page 45. 

6. The technical advances in the 20th century have been without parallel. 
7. 450 catalogues were mailed yesterday. 

8. The feature picture goes on at a quarter to 8. 


9. Keep your 10s. 5s, and 1s separate in your cash drawer. 
10. Yesterday the thermometer registered ninety-five degrees at three-fifteen. 


Pronounce It Right! 
The ten words below are spelled phonetically as they are often mispronounced. 
Spell each correctly. 
l. genuwine 2. lenth 3. hoseree 1. tremenjus 5. athaletik 


6. carmel genrilly akumpnement 9. histry 10. Febuary 


Choose the Meaning 
For each of the following sentences, select one of the lettered words or phrases 
that best matches the italicized word in the sentence. 


1. The supervisor's pleas for better departmental co-operation met with an apathetic 
response. (a) very pathetic, (b) emotional, (c) enthusiastic, (d) passive 


2. Oh, she’s just suffering from nostalgia. (a) an inflammation of the nerves, (b) an in- 
fection on her nose, (c) a fear of dogs. (d) homesickness. 

Yes, I had the temerity to make that suggestion to our principal. (a) timidity, (b) 
kindness, (c) rashness, (d) willingness. 

It would be sheer folly to underestimate the potentialities of this situation. (a) possible 


{ 
( 


levelopments, (b) expenses, (c) advantages, (d) disadvantages. 


Our Company secretary is compiling a history of our industry. (a) editing, (b) gath- 
ring material for, (c) reviewing, (d) proofreading. 
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new 
Venus 
Camel 
ink- 
cartridge 
writes 

on and on 
without 


running 
dry! 


double ink supply... 

double writing mileage. 

new cone-shaped point writes 
smoother, never wobbles. 
model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue, red, green or black ink. 

e 49c each ... less by the dozen. 


Venus ball PEN-eil’ 














Ts-9-59 ! 
* Venus Pen & Pencil Corp., Lewisburg, Tenn. | 
Gentlemen: l 

Please send free test sample, Venus ball PEN.-cil 
for Stenographers. Ink color____ | 
| NAME — - | 
Please Print | 

PERSE RARGR cn - 

ADDRESS. ——— — | 


STATIONER'’S NAME ———E . — 


*PAT. NO. 2,678,634 
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Dear S_r: 


Your seer t.:r's fiogers 
are not all the sim: strength, 
so slong towarc une eno ol 
auy they get tired a d some 
le:ters come ovt Llivai and 


oth rs come out dork enc the 
whole dGarred lett r looks 
sloppy. 


Then your poor  ecr: tery 
s to do the whole le ter 
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Dear Sir: 





On a new Royal Standard, 
your letters come ‘out as 
though printed on a press - 
no light spots, no dark 
spots. 



















That's because only 
Royal touch is tailored to 
the strength of each finger... 
and Royal touch is 20% lighter 
than the touch of any other 
standard. 




















In fact, Royal touch is 
the closest approach to élec- 
tric touch in all standard 

typing. 


PStaee Perel eee Sere eee! 





get onote 
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See what a difference the Royal finger-tailored touch 
makes? And it’s just one of Royal’s exclusive benefits. 


MORE: 1. The space bar will not bounce or skip—even at 
160 words a minute. 2. It takes 9 seconds to change a 
ribbon on a Royal—and fingers never touch the ribbon. 
That’s Royal’s Twin-Pak. 3. Royal’s Letter Setter feeds 
as many as 9 carbons into place with carpenter’s-square 
accuracy—no more slanting lines. 4. All this plus the 


pe @Q2> @>p amp qi 





closest approach to electric touch in all standard typing. 


NET RESULT: You get neater work and more of it. 
Makes sense to trade in those old slow-pokes on new cost- 
cutting, secretary-saving Royal Standards. Doesn’t it? 


ROYAL standard 


World’s Number One Typewriter 
There are more Royal Typewriters in office use than any other make. 
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And never the twain shall 
meet," said Kipling as he sur- 
veyed the diversity of East and 
West. And his words were re- 
peated by many about other— 
and opposite—worlds. 

But such pundits have been 
proven wrong. Twains do come 
together . .. as a Japanese girl 
switches from kimono to sheath, 
from Kabuki to jazz ...as a 
secretarial student makes the 
transition from classroom to 
office and back to classroom. 
Much can—and does—hap- 
ee 


worlds 
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‘ L$ to%es e¢l love American clothes—particularly shoes. Many days 

Lo + boy there ss. 4 I'll have a quick sandwich and then go shopping. Right 
oO. a oa eee now I'm trying to keep it to ‘just looking.’ I'm 
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° saving to buy something I've always wanted—a guitar.°? 
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1er three bosses, Mr. niki. 
¢eThey are all very kind. At times 
they like to write out their letters, 
but then they'll read them to me 50 


| can get more shorthand practice. 
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Akiko spent precious vacation hours working as a secretary. Her 





n: to get some actual business experience before she graduates 
6¢When | first told my father that | wanted to get a job, he was very much agains 
it... in Japon it's still not common for girls to work. But | explained— 


many times—that it would be of great benefit to me, and he finally gave in.9® 
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¢¢We have two Japanese typewriters at the bank—and two experts to handle them. 


I've used them once in a while, but there's no way of memorizing the keyboard. 
When you don't know where the characters are, it's very difficult and very slow.?® 
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K rea w the otner Ww member - the 
Mr. Kuroda and Mr. Ohara. There are even odd 
can be used for homework and term papers. 


«During the first few days | spent in the office | felt a 

ittle uncomfortable and strange, but that feeling soon dis- 

1ppeared. Now | enjoy it. We are rather relaxed here... 
think more so than in the ordinary American office.?? 


A KIKO YURUGL IS tall, slender, graceful, 
~” rather like the swaying willow trees 
you'd find beside a brook in her native 
Japan. One look and you picture her, ki- 
mono-clad, sipping tea from a fragile china 
cup or hiding her eyes demurely behind 
a painted fan. 

\ quick look conveys this impression . . . 
but time and words alter it. The graceful 
kimono becomes a slender sheath, the cup 
turns to paper—coflee-filled at that—the 
fan fades into a shorthand pad. For here 
is a girl who is practical . . . hardworking 

. . clear-thinking . . . traveling calmly 
through a schedule that has little in com- 
mon with leisurely pursuits. 

For proof, note hdw Akiko spent her sum- 
mer “vacation.” A 9-to-5 job at the New 
York offiee of the Bank of Tokyo. plus a 
thrice-weekly night school class in philosophy 
—complete with homework and term papers. 
When the latter was over in August, she 
immediately began another course that will 
last till college reopens. Then, just to fill 
in some free moments, a Sunday morning 
stint for Northwest Orient Airlines. Time 
of arrival at Idlewild airport—7 a.m.! 

Akiko’s soft voice takes on a determined 
tones as she describes the whys and where- 
fores of her summer schedule. 

“It all started in college. | planned to 
major in math at San Francisco State Col- 
lege ... then the words of a teacher started 
me thinking about secretarial work. | knew 
that when | went back to Japan I could get 
a better job at higher pay—even above that 
of a male college graduate—if I could qual- 
ify as a secretary. I thought for awhile 

. and changed to secretarial studies. 

“When my fathers company sent him to 
New York, I enrolled at New York Uni- 
versity. This summer I decided | should 
try some actual office work before I started 
my last year at N.Y.U. 

“The summer school courses? That's so 
I won't have to take so many classes in 
senior year.” 

Akiko’s summer job involved working for 
three busy executives. There was the usual 
dictation and typing, phone calls and visi- 
tors—all requiring the ability to slip from 
English to Japanese and back to English. 
There was a recognition of much that had 
been taught in class 
and Akiko speaks most 
highly of the classes she 
has taken—and a new 
awareness that there was 
still much to learn in the 
world of business itself. 

When complimented on 
her fluent, almost unac- 
cented English, Akiko 
broke into a rippling 
laugh. 

(Continued on page 51) 
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DICTATION 


OSTON, HOME OF the bean and the cod. Where 
the Lowells speak only to the Cabots . . .” and the 


Hancocks speak over the Telecord system. That is, some 


four hundred employees of the John Hancock Mutual 
Life Insurance Company do. And theirs is no ordinary 
conversation. it’s dictation. 

John Wallace picks up his phone and dials a number. 
A moment earlier he had used it to discuss business with 
an associate, but at this signal he sets a machine recorder 
four floors above him into motion. He dictates, and a 
plastic belt records the message. Finishing, he dials an- 
other number, then hangs up the receiver. An attendant 
removes the belt and sends it to a nearby transcription 
pool. Within three or four hours, the letter has been re- 
turned to Mr. Wallace’s desk via conveyors and a floor 
messenger. 

This is Telecord. the shortest distance between dicta- 
tion and finished letter. In this case it’s not a straight 
line, but a triangle—man, woman, and machine. In one 
corner are the four-hundred-odd dictators. They control 
the recorder console, a large U-shaped counter on which 
are stacked a series of shelves holding the 34 Dictaphone 
recorders, A certain number of dictators share a ma- 
chine; in fact, as many as ten men may record their 
transcriptions on a single belt. Completing the triangle 
are the 39 girls who make up Central Transcribing. 
Through “listen, no-look” application, they placate the 
dictators and vacate the recorders with an individual 
average of forty letters a day. 

This, then, is office mechanization, Hancock style. 
Sounds simple. Suspiciously so? We thought so, and 
we investigated. 

First stop on our tour, Central Transcribing. As you 
enter the large. many-desked room. you are impressed 
by the atmosphere, one of relaxation amid continual 
activity. More than three hundred thousand letters and 
twenty-five thousand form letters are typed in this de- 
partment each year. Every girl must turn in a daily 
production report, specifying the number of letters and 
forms typed, copies of each, and total number of pages. 
These reports, viewed as indicative of a typist’s speed, 
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elliciency, and knowledge of her work, help determine 
the worker’s rating. The ratings range from class 1 to 
class 4 and decide the girl’s salary. A class 1 job offers 
a minimum weekly wage of $50, whereas class 4 workers 
can earn up to $79. Thus, transcribers’ salaries often 
equal the maximum wages available for the beginner- 
secretary. 

Three supervisors are stationed around the room, help- 
ing to train new employees. spot-checking work. and act- 
ing as liaisons between the transcribers and the dictators. 
But there is no feeling of pressure or tension. For these 
workers like to type; they enjoy their jobs. 

To the outsider, the prospect of eight hours of typing— 
minus forty minutes for lunch—isn’t much better than 
eight hours of filing. “They're probably there tempo- 
rarily,” he will rationalize, “trying to increase their typ- 
ing skills while waiting for better opportunities.” This 
is not the case. Older women outnumber the young girls; 
workers stay in Central Transcribing an average of 
ten years. Although one or two girls are promoted to 
secretarial positions during a year’s time, most choose 
to remain. Alice Morrin, for example; she has been 
there for thirteen years. Although Alice has reached her 
maximum rating and has been offered promotions, she 
“wouldn’t go any place else.” Why? “This is a good 
place to work. You come at 8:20 and go home at 4:30, 
except on those rare occasions when the work load neces- 
sitates overtime. There’s usually no pressure, and when 
we're rushed everybody chips in to help. I just like what 
I’m doing.” 

And Alice Morrin’s attitude is the right one. These 
girls accept and enjoy the work for what it is, not for 
what it might lead to. Continual typing does not neces- 
sarily lead to faster typing, as the typists are often 
handicapped by slow dictators. Two-third’s of the new 
girls in the division have had some shorthand training, 
but they do not have an opportunity to use it here. 
There are personnel training and refresher courses for 
those who wish to prepare for advancement, but circum- 
stances and the individuals themselves make promotion 
a slight possibility. 


TODAY’S SECRETAR) 

















The loss of personal contact with a boss must be con- 
sidered another disadvantage of this job. But Florence 
Jean chose Central Transcribing for just this reason. 
Florence transferred from a small office where she and 
another girl worked for thirty men. She’s much happier 
now. “You know just what you have to do, and you do 
it without any interruptions. You’re not dependent on 
the whims of a boss who’s as apt to be grouchy as not. 
Here, if you miss dictation, you simply repeat the 
record.” 

Few deny that the work is monotonous. For this 
reason, the girls are allowed to choose correspondence 
belts from areas they enjoy, unless there is a rush in one 
division. But it is still typing. Reactions range from 
“When it’s time to go home, I’m ready” to “Some people 
don't know when they have it good.” The latter reflects 
the feelings of Mrs. Morrin: “I once had a job where 
the work was so varied that if we needed heat I had 
to tend the furnace.” 

Others prefer furnace-tending. Frances Goodwin ad- 
mits she would like to “move on to a job with more 
variety,” and Winifred King concedes “there’s little 
chance to broaden oneself here. I compensate for this 
with my outside interests.” But neither girl has left. 

Some girls do make the break. Mary Wilson is one. 
After ten years as a transcriber, Mary accepted a posi- 
tion as secretary to two men within the company. This 
move was possible as she had the initiative to acquire 
shorthand in company-sponsored classes. “I didn’t want 
to leave.” adds Mary. “In Central Transcriving you're 
on your own; no one bothers you. I wanted to get 
ahead, but I was frightened by the future adjustment.” 

How does Mary feel now? “More like an individual. 
| have responsibilities and know that if I’m absent I’m 
missed. Then, too, it’s wonderful working for an in- 
dividual.” When Mary accepted this position, her rating 
also moved up another notch. This has meant a con- 
siderable raise in salary. “I was homesick when I left 
Central Transcribing; now I’d never go back.” 


But Central Transcribing is only one side of the pic- 


ture. Someone has to do the dictating . . . men like 
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John Wallace, Claims Division. He is one of the pioneers 
of the company switch-over to the plastic-belt Telecord 
System in 1952. Prior to this time, Hancock dictating 
was done on wax cylinders, the latter shipped down to 
a central transcribing unit. “The advantages of the new 
system are obvious,” points out Mr. Wallace. “If one 
has a private recording machine, he’s inclined to save 
his dictation until he has enough to fill a belt. With this 
machine console serving all dictators, there’s no longer 
any reason to wait.” 

Roland Lamb, Contractual Division W, cites another: 
“Those wax cylinders used to break frequently, belts 
don’t. And now the voice records more clearly, causing 
fewer errors in transcription.” 

Both men agree that the quality of the finished work 
is excellent. If a minor correction should be called for, 
there are typists on their floors who can make the 
changes. If a letter has to be retyped—and such occa- 
sions are rare—it receives priority treatment in Central 
Transcribing. 

How do dictators feel about talking over a telephone- 
mike to an unknown typist? They like it fine. Mr. Wal- 
lace believes it can be a help, especially if the dictator 
makes an error. It saves both himself and the transcriber 
from any ensuing embarrassment. “This invisible-man 
transaction has another ‘negative advantage’,” he adds. 
“Last week I had a three-page memo typed in Central 
Transcribing. No sooner was the typewritten memo back 
on my desk than a phone call came -which made the 
entire transaction unnecessary. If a secretary had seen 
me tossing her hard work into the wastebasket, I'd have 
lost the rest of my hair.” 

Speed is an important factor on the plus side of Tele- 
cord, Letters are completed within three hours; and if 
a dictation is marked “rush,” it will be returned within 
a half hour. Mr. Lamb dictates up to twenty-five letters 
a day, has them signed, sealed, and almost delivered by 
nightfall. Availability is the main reason for such service. 
The Telecord System works so that if the particular sec- 
tion of recorders alloted to the dictator’s division is tied 


up, his dictation can (Continued on page 59) 
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MODEL S-103 features a 3-pound weighing 
capacity. Pendulum mechanism has _hair- 
line indicator which makes chart gradations 
and postage easy to read. Computes postage 
for Air Mail, first and third class. and smaller 
parcel-post packages by zones. PitNey- 
Bowes, Inc. 


POST-O-PRINTER reduces shipping to a 
one-man, one-machine operation. This elec- 
tro-mechanical unit automatically weighs the 
parcel, computes the mailing cost. and issues 
the proper postage at the press of a button. 
Can handle 500 packages an hour. Detrecto 
Scares, Inc. 





SPRINGLESS SCALE (No. 750) with pen- 
dulum weight indicator is accurate and at- 
tractive. Postal dial, lithographed on pastel 
green metal. graduates by /2 ounces up to 1 
pound. Grey enameled body; red and black 
characters for rapid reading. IDL Merc. & 











T LAST. A scale that “waistline worriers” can ap- 
proach without trepidation. For they won't be weigh- 
ing in, the mail will—or should be. 

Postal scales, once relegated to stock-room existences, 
have now become a valuable part of desk and domestic 
decor. Smart senders know where there’s a will, there’s a 
weigh. A correct one, that is. Too often the latter is 
merely an incorrect guess, one that can be costly socially 
as well as financially. Peter Postage-Due, for example. 
He believes in giving the envelope the benefit of the 
doubt—and the company a bad name. “It didn’t feel any 
heavier than an ounce,” he exclaims. But you can’t tell 
this to the recipient who had to pay what was due. Arthur 
Another-Stamp goes to the opposite extreme. “Better to 
be safe then sorry.” he chants while licking an extra. and 
unnecessary, “4. cent-er.” His antics can cost a company 
hundreds of dollars a year. 

Both of these offenders are in need of a postal scale. 
Happily, there’s one for their every need. 

Choosing a postal scale is a surprisingly personal 
transaciion. The purchaser must determine what she 
expects the scale to do and then select the right one for 
the job. And there are scales in shapes and sizes for 
every situation. For example, if your weighing tasks are 
limited to routine letters, a l-pound scale with ounce 
indicators will be sufficient. Or you may prefer one that 
is smaller—a desk or pocket scale capable of registering 
from 2 to 8 ounces. If packages figure in your posting, 
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you'll need a parcel-post scale that handles from 2 to 10 
pounds. For mail-room use, there are more expensive 
units which weigh the package and print the postage in 
one easy operation. 

Your next decision is whether to choose a spring: 
operated scale or one that works by gravity. Both types 
are available with either pendulum, gunsight, rotating- 
sphere, or beam weight indicators. (See the above 
illustrations. ) 

Most scales come equipped with charts containing 
weight rates for first, second, and third class mail, and 
parcel-post rates according to zones. Make sure the scale 
you choose has data that cover your mailing needs. In 
short: keep in mind the “why” when you buy. 

Whichever your choice, a postal scale is a must for 
the mailer. You may even now be wasting the firm’s 
funds through your another-stamp addiction. And this 
adds up quickly. By overstamping just six first-class 
letters a day, you’re costing the company $72 a year. 
Twenty-five daily “miscues” and there’s an annual loss 
of $300. 

On the other hand, if you’re unwittingly under- 
stamping mail, you’re causing the firm needless delays 
and embarrassment. With overseas mail, you double the 
injury if not the insult. The recipient has to pay a pen- 
alty fee of twice the usual postage. 

The postal scale has positive value as a work simpli- 


fier. The “go, no-go” system, for example, is suggested 
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1-POUND POSTAL SCALE (No. 16) with 
balance weight precision. Stabilizer on base 
permits leveling with full width support. 
Vinylite rate dial detaches for replacement 
if postal rates change. Polished stainless steel 
and aluminum construction. HaMiLton 


M-2 COUNTESS, spring scale with gunsight 
indicator. Weight capacity of 2 pounds. Re- 
placeable dial gives postage for all classes 
of mail and mileage of parcel-post zones. For 
reading ease. air rates appear in red; other 


SpEcIALTIES, INC, TURING Co. 


MANUFACTURERS OF POSTAL SCALES 


The Borg-Erickson Corp., 1133 N. Kilbourn Ave., Chicago 51, Il. 


Detecto Scales, Inc., 540 Park Ave., Brooklyn 5, N. Y. 


Hamilton Specialties, Inc., 148 Old Colony Ave., Wollaston 70, Mass. 
IDL Mfg. & Sales Corp., 281 E. 137 St., New York 54, N. Y. 
Pelouze Manufacturing Co., 1218 Chicago Ave., Evanston, III. 
Pitney-Bowes, Inc., Walnut and Pacific Sts., Stamford, Conn. 


Rudson-W ood, Inc.. 15 W .44 St.. New York 36. N. y . 


Triner Scale and Manufacturing Co., 2714 W. 21 St., Chicago 8, III. 


for beam-scale users handling 35 to 50 letters a day. 
This system speeds up mailing chores by leaving deci- 
sions to the machine, not to the operator. The scale is 
used to check weigh mail against a predetermined weight 
rather than to get the actual weight of a letter. For ex- 
ample, the poise on the scale’s beam is set at the l-ounce 
notch. As pieces are tossed on the weighing platform, 
those exceeding 1 ounce will cause the beam to rise 
above the indicator. These overweight letters are then 
thrown into a separate pile to be check weighed again 
at 2 or more ounces. The others are ready for immediate 
mailing. 

Nor is the postal scale to be overlooked as an at-home 
accessory. If you send many letters (the average number 
is 316 per year), food parcels, laundry, etc., it will save 


you those “weight-waits” at the post office. Either place. 
it adds up to fast handling, guaranteed delivery, and 
postage savings. 

If your scale is accurate, that is. A silver dollar for 
your doubts—that’s all it takes to quell them. Place the 
coin, which weighs 15/16ths of an ounce, on the scale in 
question. The pointer should go almost to the 1l-ounce 
mark, Add a dime, and it should hit it on the nose. If 
you’re out of change, paper clips will suffice—there are 


information in black. PeLouzeE MANUFAC- 





PARCEL POST SCALE, flat for streamlined 
weighing. Tilt up package, slide under scale. 
If dial is hidden by parcel, dial lock will 
hold weight for later reading. Patented mech- 
anism uses spring as counter-balance instead 
of weighing device. Tut Borc-EricKson 
Corp. 





BEAM SCALE (No. AA-1), with !-pound 
capacity and computing chart, is basis of 
“go, no-go” mailing system. Notched beam 
designed to check weight rather than de 
termine weight of letters. Extremely sensi- 
tive; will register weight of paper clip. 
TRINER SCALE and MANurFacturine Co. 








18 to the ounce. 


Weigh these facts—and especially those letter packs 
and neither rain, nor sleet, nor you will deter the post- 


man. 
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POCKET POSTAL SCALE (No. 933), a 
handy way of weighing up to 2 ounces. Made 
of nickel-plated steel. Comes in leather case 
with compartment for stamps and postal 
tariff card with postage rates for all coun 
tries. Rupson-Woon, Ine 
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A FRIEND of mine recently returned to the business 
+ world after her youngest child graduated from 
high school. When asked how she was getting along. 
Ruth replied, “I had no trouble adjusting to the routine 
of going to work each day, but one thing puzzles me. 
It's the seeming lack of courtesy shown by the men in 


our office.” 


Business vs. Social Etiquette 


Her comment inspired a discussion on office etiquette 
vs. social etiquette. Ruth’s husband and the other men in 
their social circle are extremely polite and attentive. By 
contrast the attitude of men in business was new to her. 
Perhaps one explanation is that men feel that the woman 
who works is, or should be, independent and self- 
sufficient. Business moves at such a fast pace, too, that 
there isn't time for amenities practiced after hours. The 
men who opens doors and carries bundles for his wife 
reverses his role when he reaches the office. There. his 
secretary waits on him as part of her job. By the same 
token, the man who enjoys a woman’s conversation at a 
social gathering doesn’t like any unnecessary talk at the 
ollice. 

Ruth concluded, “I guess I'll get along fine if I re- 
member that in business. men and women are on a more 
equal basis—just part of a team whose aim is to get the 
work out fast.” 

Most secretaries have sensed that dispatch and effi- 
ciency in the oflice preclude some of the courtesies ex- 
pected of men after hours. Being adaptable, these women 
don't let the difference between office and social etiquette 
disturb them. Neither do they take it personally. 

One secretary confided, “I don’t expect the boss to rise 
when I enter his office, naturally, or to hold doors open 
or insist on carrying books or packages for me. The only 
thing that gets me is a man who walks around the office 
with his hat on!” Other secretaries have voiced the same 
pet peeve, but there isn’t much they can do about it. 

The habit of profanity that some men fall into, how- 
ever. is different. One annoyed woman cured her boss 
of swearing by transcribing a letter exactly as he dic- 
tated it. When he saw his language in type, he took the 


hint and curbed his tongue. 


Special Occasions in the Office 


On the credit side of the ledger, Ruth remarked that 
people seem more friendly and more sociable than when 
she worked years ago. Employees give each other birth- 
day cards and presents. they give luncheons for those 
who leave and showers for co-workers who are going to 
be married or have a baby. “There’s some special 
occasion almost every week,” she reported. “I always 
thought the experts advocated not becoming too friendly 
with co-workers, and my former bosses were almost 
vehement about office cliques. Today, you can hardly 
avoid becoming involved.” 

While some bosses still frown upon cliques, no one has 
invented a substitute. People who have the same in- 
terests, religion or nationality seem to gravitate toward 
each other. There may be disadvantages if cliques be- 
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come exclusive or snobbish, but the secretary receives 
one benefit, at least—the important feeling of “belong- 
ing.” 

The wise girl can keep such groups or friendships 
from getting out of hand if she sets a few rules for her- 
self. A popular secretary in an advertising agency advo- 
cated: “You can get along with your own group and 
with everyone else if you avoid talking about personal 
matters, refuse to gossip, don't become possessive about 
your special friends, and refrain from talking about last 
night's get-together all day at work.” 


W ater-Cooler Romances 


Ruth also commented on a romance between a secre- 
tary and an accountant in her office. “I remember that 
in the office where I used to work there was a strict rule 
about not dating other employees. Couples who were 
found out were dismissed. In fact, one time a boy and a 
girl from the company were involved in an auto acci- 
dent, and they were so fearful of losing their jobs, they 
didn't give their right names.” 

Companies have become more broad-minded since 
then. Quite a few even employ married couples. With 
women outnumbering men in offices at a ratio of about 
ten to one. it’s unlikely a secretary will find her “dream 
man” at the water-cooler. If she does, however, she can 
smooth the path of their courtship by following the 
example of a secretary in a textile firm. Grace explained, 
“Art and I avoided each other at work. We had lunch 
together and often went to dinner right from the office, 
but we made it a point to be businesslike from nine to 
five. We didn’t want the whole office ‘in’ on our feel- 
ings. Nobody could say that we were mooning around or 
neglecting our work. The whole force came to our wed- 
ding and wished us luck.’ 

With equal thoughtfulness, any secretary can handle 
the various little problems that spring up among the 
desk set. 


Here Is a Quiz for you to take to learn your etiquette 
rating: 

1. If you’re at a party and someone asks you where you 
work and what you do, is it all right to talk shop? 

2. A co-worker has a birthday. Would you send her a 
card and/or give her a gift? 

3. A woman in your department is leaving, and you 
want to give her a farewell present. Would you confine 
the collection to your own group or include people in 
other sections? 

1. There is a death in an associate’s family. Would you 
send a sympathy card? Would you attend the wake? 

5. A member of your clique is feuding with an em- 
ployee not in your group. What particular stand would 
you take? 

6. The office wolf has been pestering you for a date. but 
you don’t want to go out with him. How would you 
handle this? 

7. A newcomer who is extremely curious about every- 
thing and everybody invites you to be her dinner guest. 


The 9 
What would you do’ (Continued on page 50) 
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CYNIC ONCE remarked that “A secretary who makes a 
A career of her job. gives it all ber attention and en- 
thusiasm, and learns all about the business is the one who, 
twenty-five years later, is still a secretary — with dyed hair 
and typewriter spread.” This comment may apply to some 
secretaries. but the majority intend to see that their futures 
; are rosier than that. 

The quote does bring out one good point, however — the 
permanence of secretarial work. You can be a secretary as 
long as you like, since your skills always will be in demand. 
If you're the ambitious kind you'll go beyond that, planning 
strategy to enlarge both job and opportunities in business. 

Outside study is the most popular and attainable method 
of job-future insurance. To get the greatest benefit from 
your investment of time and money. you need a well- 
planned program. Studying astronomy, obviously, wont 
help the secretary to a stock broker. 

To help you select a study program, | interviewed a num- 
ber of secretaries who have set up their own plans. These 
women work in various industries; one of their systems 
may fit youtoa “T.” If not. their ideas may generate some 


inspiration of your own. 


What About Home Study? 


The self-starter, the girl who can efficiently organize her 
time, might do well by enrolling in a correspondence school. 
Here a bright student can go ahead at her own rate of speed. 
This may also be the answer if home duties preclude out- 
side study or if no evening school is available. 

A word of warning. “Home study is all right.” explained 
one woman | interviewed, “if you have enough self-disei- 
pline to stick to the deadlines for turning in each assign- 
ment. Otherwise. you may fall behind and lose interest.” 

Then, too. many people need the stimulation of group 


studys which brings out their competitive spirit. 


Advantages of Vight School 


Attending night school is an adventure for the secretaries 
to whom I talked. As one of them summed it up: “The 
teacher is there to guide your course and answer questions 
on the spot. The atmosphere is conducive to learning. You 
feel alert. because you are finding out about something new 
and interesting. 


“Furthermore. I've met some very nice people in my 


school 








classes. We all have one thing in common from the start 


the subject we're studying. And some colleges and 
universities offer cultural and social activities that open 
up new vistas to you. There always seems to be some- 


thing interesting going on.” 


Business First 

One night-school enthusiast is secretary to the presi- 
dent of a textile mill. Always eager to learn, Jean has 
studied secretarial science, secretarial accounting, and 
court reporting. plus subjects relating to her boss’ special 
interests—parliamentary procedure and political science. 

In addition, Jean credits her poise and ability to ex- 
press herself well largely to Dale Carnegie courses in 
public speaking. 


It Pays to Advertise 

Economics and marketing are two future projects for 
an advertising executive’s secretary. “I’ve already 
studied advertising and copywriting at the local profes- 
sional advertising club. Statistics sounds a bit dull, but 
that's my current subject. It should be helpful, because 


we re always taking surveys for clients.” 


Treasure for the Treasurer 

The secretary to the treasurer of an equipment com- 
pany received added responsibility due to her one-track 
course of study. “I brushed up on accounting first and 
took business law next. The law classes acquainted me 
more thoroughly with phases of corporate procedures 
involved in my work. This has made me more efficient 
and has increased my self-confidence. My boss is im- 
pressed with what I have learned, so much so that I’ve 


gotten a big raise.” 


Public Relations Goal 

\ beginner in a large firm hopes to be a public rela- 
tions woman some day. Peggy has a secretarial job with 
a good deal of public contact. “I’m taking advanced 
stenography to improve my shorthand speed, so I can 
be a top-notch secretary. After that, I plan to study 
public relations and psychology. There’s a course in 
creative thinking in which I hope to enroll a year from 


now yi 


September, 1959 


by Frances Martin 





Chemical Formula 

Another girl, who works for an executive in a chemi- 
cal firm, has beaten a path to night school. Louise began 
by studying general secretarial subjects: business Eng- 
lish, accounting, business administration, and business 
law. A basic course in chemistry is her fall project. “I 
want to learn the latest chemical terms, and the lab work 
should help me understand my boss’ research projects 
better.” 


Social Service 

One woman's ultimate goal is in sight. She hopes to 
earn her B. A. degree in social sciences next June. Lola 
works for ~n officer of a juvenile protective agency. Her 
boss has encouraged her, even giving her a leave of 
absence so she could attend the university full time this 
summer. Lola will complete her college work at night 
school during the winter, and her degree should be valu- 


able in her career. 


Smart Purchasing 

A purchasing agent in industry complimented his 
secretary on her well-thought-out study projects. Marie's 
job involves typing specifications, arithmetic, keeping up 
with new products, and dealing with salesmen who call 
on her boss. “I studied human relations to learn how 
best to get along with people and took a stenographic 
brush-up course so | can take technical dictation faster. 
Now, I’ve enrolled in a rapid reading class so I can wade 


through all the literature we get in record time.” 


Mightier Than the Sword 

An editors secretary followed a tailor-made course of 
study. Clare outlined her plan: “We deal with ideas and 
words, so it seemed logical to take business English, 
composition, and several journalism courses. 

“Then a special course was offered by a publishers’ 
association. Our main project was to make up a new 
magazine—showing contents, layout, printing costs, the 
potential readers and advertisers. This class was the 
most useful I’ve attended. In fact, my magazine won 
first prize. Everyone at work was delighted.” 

She added, “Psychology was another helpful subject. 

(Continued on page 56) 
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1. Stocks 











HE YEAR was 1792. Twenty-four merchants of the 

city gathered beneath the tree-shaded corner of 
Broad and Wall Streets, a block from Trinity Church. 
They met to trade the securities of the thirteen young 
colonies. That was the beginning. As their number 
grew, they moved into a neighboring coffee house, the 
first office of the New York Stock Exchange. 

Those early businessmen with their steaming bowls of 
coffee and relaxed view of the equestrian traflic on Wall 
Street are now part of financial history—a somewhat 
enviable part to the 1,366 members of today who wear 
out shoe leather dashing about the crowded floor of the 
Exchange. That was the life. Even grandfather’s genera- 
tion fared better. During his time “in the market” the 
idea of a member owning a “seat” was taken literally. 
The gentlemen brokers of a few decades ago sat in com- 
fort while the President called the list of securities. 

One thing hasn’t altered—the fundamental nature of 
the Exchange. 
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The Exchange is a market place. It is a voluntary 
organization of brokers, joined for the purpose of trad- 
ing the stocks and bonds that make up the securities of 
the nation. 

The Exchange itself neither buys, sells, nor changes 
stock prices. The public does that. acting through the 
brokers who are members of the Exchange. When a 
stock rises or falls slightly then, it rarely means that 
bankruptcy or riches has swooped down upon a company 
overnight. It does mean that someone has bought or 
sold stock, bringing into play that old law of supply and 
demand. The guilty party, the awesome financial genius 
and manipulator of stocks, is probably Miss Jones, a 
secretary from Omaha City . . . 

Miss Jones looked about in the bus one morning and 
found everyone reading the stock market reports. Being 
a sociable girl—and one interested in making money— 
she opened her own newspaper. Miss Jones made a dis- 
covery. Amalgamated Glue was on the rise. Eager to 
rise with it, she went to the representative of a reputable 
brokerage firm and ordered 100 shares. The firm 
phoned their office in New York; the office put in a call 
to their clerk on the market floor. The clerk had his 
broker’s number flashed on the big board, indicating 
the roving broker was to return to home base. 

Meanwhile, in Florida—where he was enjoying a 
vacation—Mr. Hopper was restless. He had always been 
an impulsive man, so he wasn’t at all surprised when his 
subconscious told him to catch the first plane to Europe. 
Unfortunately, he did not work for T.W.A. He checked 
his disposable stocks. 

Mr. Hopper phoned his broker in New York with 
orders to sell 100 shares of Amalgamated Glue at the best 
market price. His brokerage firm phoned their clerk on 
the floor. The clerk signaled his broker and the broker 
—making a notation on his pad—headed to the floor 
trading post which dealt in shares of that particular 
stock. Coming from another direction on the floor was a 
short man with glasses—Miss Jones’ broker. 

Once at the post, both brokers learned the current bid 
was at “45 to a quarter.” This meant the highest offer 
to buy Amalgamated Glue had been at $45 a share; but 
the lowest price anyone was willing to sell at was $45.25 
a share. Both brokers came to the inevitable conclusion 
—compromise. Mr. Hopper’s broker could not sell his 
client’s shares at 4514 since that price had already been 
offered and obviously refused. Miss Jones’ broker could 
not buy at 45 a share, since that price had already been 
bid and refused. 

Miss Jones’ broker secured his glasses more firmly on 
his nose and raised the bid. He offered to pay 45’. 
Mr. Hopper’s broker called, “Sold.” Both jotted down a 
note of the transaction then separated to execute more 
orders. The sale had been closed. The new selling price 


of 45% a share was on its way by wire to quotation 
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boards across the country. Mr. Hopper’s vacation was 
assured—and Miss Jones had become a capitalist. 

As a capitalist, she found herself the newest recruit of 
a very large group. The average financier among them 
was thirty-five years old and a woman—the ladies have 
a slight edge numerically. As a group, they take in one 
out of eight adults in the nation, and very, very few of 
them are Astors or Rockefellers. 

The large stockholder can own a thousand shares for 
which he has paid $100 each; another man’s vast hold- 
ings may amount to one share—worth, at the moment, 
only a few dollars. Both are equally welcome to the 
fraternity at Wall Street. 

And the average investor? He is closer by far to the 
single-share man. His income is under $7,000. 

The average investor could, in fact, be you. 

Should you become the newest colossus of Wall Street? 
Oddly enough, no vehement chorus of approval resounds 
from the brokerage men. They advise this instead—stop 
and think. 


And, some of the things you should think about? 


Can You Afford To Buy Stocks? 


There is always risk involved in the stock market, just 
as in any other business. In buying a stock, you are pur- 
chasing a share of some company. If the company fails, 
at least part of your investment goes with it. 

A company may lose money because its product or 
technological methods have been outdated. It may go 
bankrupt for the same reason. (Consider the horse and 
buggy trade calling vengeance down upon the hated 
name of Ford.) On the other hand, a company may 
prosper and grow. An investor who purchased one share 
of IBM at $48 in 1915 would now have 67 shares valued 
at over $30,000. 

Although the market’s solvency record for the past 
twenty years has been 100%, the element of danger is 
still existent. There are over 1,500 stocks listed on the 
market, stocks ranging from the conservative to the 
frankly speculative. 

Before investing in any one of them, you should have 
a steady job, few if any mortgages on the ancient home 
stead, and an emergency fund of from three to six 
months’ salary. Even then, the money you invest should 
be money that you can afford to lose. Remember, food 


comes before high finance. 
W hat Do You Want From Your Investment? 


Think of your real purpose in buying stocks—aside 
from dreams of becoming a second J. P. Morgan and 
engineering a quick merger with that retirement pay. 
Age can play a factor in this. For instance, if elderly, 
you may want an immediate return for your money 
the regular dividend of an established company. If 


young, you may be more interested in building for the 
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future, in waiting for higher—if riskier 


profits. 

If you're a long-term player by heart, 
a “growth company” is the answer. Such 
a company is one which may yield no 
dividends at all for ten years, because 
all available funds are being returned to 
the development of the business. Chemi- 
cal and missile firms come into ‘this 
category. With a stake in the rocket in- 
dustry, you may feel jealous of the 
\.T.&T. owner now. He's the solid type 
with all those solid dividends. No aim- 
ing at the moon for him—but think how 
he'll feel when you finally hit it. 

Whatever your aim, tell your broker. 
It’s part of his job to help you with ad- 
vice and facts on any security you may 
want. 


What Protection Does Your Investment 


Have? 


The protection you receive. is triple- 
fold. There is, first of all, the structure 
of the Exchange itself. 

From the members of the Exchange a 
Board of Governors is elected. It totals 
33 men drawn from all sections of the 
country. Included are the Chairman of the 
Board and the President of the Exchange, 
who is himself neither a member of the 
Exchange nor a partner of a member 
association. In addition to this “out- 
sider,” the public is represented on the 
Board by three men who have no con- 
nection whatsoever with the securities 
business. 

Together these 33 men make policies 
and serve as one corporate “watchdog” 
for the Exchange. Companies wishing 
to list stock on the Exchange market 
must first satisfy the Board. This in- 
volves certain requirements. among them, 
demonstrated earning power under com- 
petitive conditions of over $1.000.000 
annually—after all charges and taxes. 

All members of the Exchange must be 
approved by the Board of Governors. No 
one who has not been approved by them 
may buy or sell stock on the floor of the 
Exchange. This includes even the part- 
ner of an Exchange member who. not hav- 
ing purchased or inherited a “seat” of his 
own, is referred to as an “allied mem 
ber.” 

Among these members lurk a_ few 
staunch individualists who buy and sell 
for their own profit. The majority. how- 
ever, are brokers who serve the public 
for an average commission of one per 
cent. 

Then there is the specialist. 

The specialist is a man by himself. 
Risking his own capital, he is commis- 
sioned to buy and sell where necessary, 
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preventing dangerous slumps or high- 
riding skids. When President Ejisen- 
hower suffered a heart attack and stocks 
began to fall, the specialists—each as- 
signed certain stocks—went to work. 
They acted as human stabilizers for the 
market. 

Like the broker, the specialists have 
discovered that life has its annoyances. 
When they least expect it. down swoop 
examiners sent by the Exchange to do 
some addition and subtraction. And may 
heaven help the man whose books are in 
a mathematical mess. 

Once the Exchange examiners have 
finished, the Government examiners be- 
gin. These—with the Securities Ex- 
change Commission and the regulating 
laws of each state—constitute the second 
(and outside) protection for your in- 
vestment. 

But even these checks. excellent as 
they are, cannot prevent the investor 
from speculating unwisely. That's where 
the third protection comes in. 

The third protection is you, yourself. 
Think before you invest: think while you 
invest, and when you have your stock, 
think some more. 

And don't forget—you'll need some 
facts on the stock, the company’s record, 
general market trends. ete.. to think 
with. Get them from your broker. 


How To Recognize the Gentleman From 
the Fraud? 


\ reputable broker of the New York 
(or your local) Stock Exchange is a 
gentleman. Check the telephone direc- 
tory for him under Exchange listings. 

Other brokers. not members of any 
exchange but of good reputation, are 
gentlemen. too. 

A reputable banker is also a gentle- 
man—one who can advise and, if neces- 
sary. arrange investments for you. 

A fraud is never a gentleman and vice- 
versa. 

For some reason, this species contacts 
the gullible public by phone—probably 
because confidence men feel more con- 
fident where you can’t see them. Most 
of them rarely improve. They can usual- 
ly be detected by the same old signs. 
Just ask yourself these questions. 

1. Is he in a hurry? (He won't permit 
you time to check up on him.) 
2. Does he pound away at one stock? 
(It’s all his—his very own invention.) 
3. Does he promise you a profit? (He 
must be a fortune teller.) 
1. Can you check on his reputation? 
(The local precinct might know some- 
thing.) 

(Continued on page 64) 








STOCK MARKET TERMS 


Assets. Everything a corporation owns or 
due to it. Good will—intangible asset. 


Bear. Someone who believes the market 
will decline. (Bear market is a declining 
market.) 

Blue chip. Common stock in a well-known 
company with a record of good dividends. 
Held to be an excellent, almost certain 
investment. 


Bond. Basically the IOU of a company. 
Entitles holder to interest and repayment 
—nothing more. 


Bull. One who believes the market will 
rise. (Bull market is a rising market.) 


Common Stock. Securities which repre- 
sent an ownership interest in a corpora- 
tion. Common stockholders are paid divi- 
dends in proportion to company’s profit or 
loss. Risk is greater than with preferred 
stock, but so is gain. Common stockhold- 
ers usually have one vote per share in 
company’s management. (See Preferred 
Stock.) 

Investment Counselor. Expert who sells 
stock market advice to the public. 


Limit Order. A customer tells his broker 
to buy or sell only at one specific price. 


Margin. The amount paid by the customer 
when he uses credit to buy a security, the 
balance being advanced by the broker. 
Present margin is 90 per cent. 


Over-the-Counter. A market for securi- 
ties made up of dealers who may or may 
not be members of a securities exchange. 
Thousands of companies have insufficient 
shares outstanding, stockholders, or earn- 
ings to apply for listings on an exchange. 
Others may prefer not to make public all 
the information which listing requires. 
Securities of these companies are traded 
in the over-the-counter market between 
dealers who act either as principles or as 
brokers for customers. It is the principal 
market for U.S. Government bonds, mu- 
nicipals. bank, and insurance stocks. 


Penny Stocks. Low-priced issues often 
highty speculative, selling at less than one 
dollar a share. Frequently used as a term 
of disparagement, although a few penny 
stocks have developed into investment- 
caliber issues. 


Point Averages. In case of shares, a stock 
point means one dollar. The Dow-Jones 
average is taken by examining 30 stocks 
only to see if, and by how much, they rise 


or fall. 


(Continued on page 64) 
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B. Easy 


A. Ivy-League tailoring plus embroidery. 
Pictured: ducks on a field of stripes, ar- 
rows for accent. Both blouses by Ship “N 
Shore. $3.98 each. 

fit—here in a coat dress by 
Nardis of Dallas. Scarf and 
fringe trim. Zefran and wool flannel in 
$29.95. 


neckline 


medium or dark gray. 8-18. 


fashion trends: 


C. The costume look—a sheer worsted 
sheath topped by a nubby tweed jacket. 
Lined for shape insurance. By R & K 
Originals. 9-17, 10-18. About $30. 

D. Fur on everything—note the mouton 
shawl collar on this wool jersey jacket. 
Underneath a really pretty short-sleeved 
10-20 in beige, black, or 


dress. Sizes 


brown. $29.95. Weber & Franks. 

E. Return of the waistline—in an R & K 
Original. Pale walnut rabbit's hair and 
wool. Sizes 9-17, 10-18. About $25. 

Page 33. Fabrics Amerotron’s Zef- 
ran and wool flannel that resists wrinkles, 


here 


sagging. Cardigan jacket (16.95). pleated 
skirt (17.95). Nardis of Dallas. 


Where To Buy 


see page 65 






































sv ancy uorere: Che Shape of things to come 


SEPTEMBER . . . The seasons are changing, the air is 
growing brisker, and those memories of the sea, the sand. 
and that “Kind Sir” are receding. It’s time to pack them 
away with bathing suits and luggage. Vacation—alas! 
is over, and the only traveling most secretaries will be 
doing is from desk to file cabinet and back again . . 

In a crisis like this. whether she has stock in the com- 
pany or the most irascible boss in town, a gal needs a 
lift. So why not a good one? Don’t waste either your 
lime or your patience among the millinery counters. 
choosing between last year’s turban and this year’s flying 
saucer. Boost that ego another way. Treat yourself to a 
new personality by giving yourself a completely new 
appearance. You'll not only feel like a different woman. 
You may actually become one. 

After three months of sun and wind, few gals rate an 
A in the glamour department. The hair that was once so 
soft and silky is wire-brittle to the touch. That golden 
creamy tan looks like burnt, wrinkled cork. Care is nec- 
essary and so you'll give it. But don’t neglect another 
vital aspect of yourself—your shape. 

Weight is a beauty element in any language but how 
much poundage depends strictly on geography. Most 
European countries, for example, offer no rules on the 
heavy-weight problem. How far a lady tilts the scales is 
chivalrously left to her background, bone structure, pref- 
erence in diet—and the men in her life. If the country 
is one noted for its cuisine, the natives are still more 





lenient. It is gallantly understood that the ladies may 
be a bit plump. 

The United States presents a paradox. American 
women surrounded by an abundance of food. doing less 
and less exercise, regarding two coffee breaks daily as 
their birthright, and bombarded by magazine ads urg- 
ine them to invest in frozen cinnamon buns or 1-2-3 
cake mixes—these same women are expected to remain 
thinner than any others anywhere in the world. It’s un- 
fair, that’s what it is. 
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For the price of an airline ticket you can, of course, 
solve this dilemma. Simply wing your way to a more 
considerate locality. This is effective, but sometimes dis- 
concerting. One plump young lady discovered this in 
Paris last summer when she found herself pursued for 
days by four thoroughly smitten Arabs. 





Should you find this solution too extreme—or too ex- 
pensive—you are faced with two possible choices. You 
may either be unconventional (that is, as plump as you 
please), or you must join the great dieting movement. 

Most females, understandably enough, find their slim- 
ming urge confined to that period just before shorts, 
bathing suits. ete., come back into vogue. Urged on by 
advertisements and TV commercials (which apparently 
view the “stylish stout” as a national calamity), a girl 
takes to crash diets, vows to march ten miles each dawn, 
and possibly does lose a few pounds. Then summer 
wears on and the frenzy wears (Continued on page 58) 
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General Diet 


Select complete meals from Permis- 
sible Foods. You should have daily: 1 
vegetable other than potato, 1 green or 
yellow vegetable, 1 citrus fruit or to- 
mato, 1 raw fruit, 1 serving of meat, 
cheese, fish, or poultry, 1 egg, 1 pint of 
milk, 2 slices of bread or 14 cup cereal, 


2 teaspoons butter 


Permissible Foods 

pairY: buttermilk, whole milk. skim 
milk, cheese, cottage cheese, pot cheese, 
eZss 

MEAT and Fisu: beef, veal, chicken, 
lamb, lobster, oysters, cod, halibut, 
whitefish, haddock 

soups: bouillon, chicken, consommé, 
tomato, vegetable (c'ear) 

VEGETABLES: (eat all you want) cu- 
cumbers, tomatoes, turnips. carrots, col- 
lards, asparagus, artichoke, greens, broe- 
coli, celery. spinach, watercress, radishes, 
string beans, cauliflower, brussels 
sprouts, lettuce 

pessErts: fresh fruit, berries, melon, 
Jello, custard, plain angel or sponge 
cake, plain cupeake, ginger snaps, va- 
nilla wafers, lady fingers, graham 
crackers 
Non-Permissible Foods 

pairy: American and cream cheese, 
extra butter, cream 

DESSERTS: cakes, cookies, pies, sweets, 


pastries 


















Fruits: dried fruits, raisins, avocado, 
banana, dates, figs, persimmons, prunes 
MEAT and FisH: all fat meats, pork 
and ham, duck, goose, tuna fish, frank- 
furters, salmon 
gravies, 
peanut butter, malted milk, ice cream, 


dressing, 


MISCELLANEOUS: sauces and 


candies, syrup, mayonnaise, 


honey, sugar, nuts 


Professional Woman's Diet 
(Loss per week—2 to 5 pounds) 
First Day 

BREAKFAST: sliced orange, 1 egg 

LUNCH: chicken sandwich (all sand- 
wiches on rye or white toast, no butter; 
mustard, pickles. relish, lettuce. and to- 
matoes may be added), coffee or tea 
(with all meals) 

DINNER: broiled steak, celery, toma- 
toes, peas, 14 grapefruit 
Second Day 

BREAKFAST: sliced orange, Y4 cup 
cooked cereal, 4% glass whole milk 

LUNCH: bacon, lettuce, and tomato 
sandwich 

DINNER: broiled chicken, lettuce and 
tomatoes 
Third Day 

BREAKFAST: 14 grapefruit, 1 egg 

LUNCH: Swiss cheese sandwich 

DINNER: steak, tomatoes, applesauce 
Fourth Day 

BREAKFAST: Alternate as in preceding 
days—1 egg one day, cereal and whole 
milk the next 

LUNCH: open hamburger sandwich on 
14 bun, tomato and lettuce 

DINNER: broiled fish, spinach, Jello 
Fifth Day 

LUNCH: chopped egg and lettuce sand- 
wich, 4 grapefruit 


DINNER: steak, peas, green salad, 
celery, 4 cup custard 
Sixth Day 

LUNCH: tossed green salad, tomato 


juice 

DINNER: steak, cauliflower, cel- 
ery and olives, Jello 
Seventh Day 

LUNCH: shrimp salad, grape- 
fruit 

DINNER: 2 lamb chops, celery, 
spinach, grapefruit 
Eighth Day 
LUNCH: chicken sandwich, 2 halves 
canned pears 

DINNER: steak, celery, spinach, grape- 
fruit 
Ninth Day 

LUNCH: open hamburger, tomatoes 

DINNER: appetizer, fish, carrots, peas, 
applesauce 
Tenth Day 

LUNCH: roast beef sandwich 


DINNER: chicken, broccoli, tomatoes, 
small plain cupcake 
Eleventh Day 

LUNCH: bacon and tomato sandwich 

DINNER: steak, green beans, 1 slice 
pineapple 
Twelfth Day 

LUNCH: open hamburger 

DINNER: fish, carrots, tomatoes, 2 lady 
fingers 
Thirteenth Day 

LUNCH: shrimp salad, slice plain 
angel cake 

DINNER: steak, green salad, celery, peas 
Fourteenth Day 


LUNCH: lamb chop, lettuce and _to- 
matoes 
DINNER: broiled fish, green salad, 


applesauce 


Weight-Gaining Diet 
(Gain per week—3 to 7 pounds) 


Drink a glass of whole milk mid- 
morning, mid-afternoon, and at bed time. 
First Day 

BREAKFAST: 8 ounce glass of orange 
juice, cream of wheat, 2 slices rye or 
whole wheat toast, butter, tea or coffee 
with cream and sugar 

LUNCH: 2 egg omelette, mixed green 
salad, French dressing, 2 slices whole 
wheat toast, butter, fresh pineapple, tea 
or coffee 

DINNER: hearts of celery, radishes, 1 
cup creamed soup, roast beef, baked 
potato, peas, bread and butter, apple pie, 
tea or coflee 





Second Day 
BREAKFAST: 14 grapefruit, 2 
strips bacon, poached egg, 2 slices whole 


large 


wheat toast, butter, tea or coffee 
LUNCH: large fresh fruit salad, French 

dressing, 2 slices whole wheat bread, 

butter, sweet custard, tea or coffee 


(Continued on page 63) 
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[OES THE THOUGHT of losing that 

wonderful feeling of earning your 
own money for the next eight or nine 
months of school make you sad? 

It needn't, if you're ingenious enough to 
recognize the intangible benefits of your 
summer employment and turn them to 
profitable use within the framework of 
your school setting. 

You know from personal experience 
that the burning ambition of most high 
school juniors and seniors (and a surpris- 
ing number of their younger schoolmates) 
is to line up a summer job to earn money 
for new clothes, entertainment, and future 
education. These laudable ambitions are 
shared to an even greater degree by col- 
lege and business school undergraduates. 

However, the most lasting and worth- 
while rewards of summer employment go 
far beyond the financial. Obviously, in- 
experienced workers in any category can- 
not command large salaries, especially on 
a temporary basis. And you have un- 
doubtedly learned that one of the greatest 
pleasures afforded by that cool green and 
silver cash is the thrill of spending it 
often indiscriminately while the flush of 
earning it is high. The result is that the 
first Monday after Labor Day probably 
found you no better off cashwise than 
your little brother or sister on a weekly 
allowance. 

What does remain at the end of a sum- 
mer at work, if not money? Here's a par- 
tial list of assets—and you may be able to 
think of still others: 

A. Experience: When your teacher 
talks about what is involved in being re- 
sponsible enough to shoulder your share 
of a business enterprise, youll know 
exactly what she means. You have learned 
to arrive at work on time, finish each task 
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to the best of your ability, make the most 
of your hours on the job, observe company 
regulations, cooperate as part of a team, 
look, listen, and think, and stand on your 
own feet. 

B. Self-Confidence: When youre 
faced with a formidable assignment or a 
brand-new subject, try-outs for an athletic 
team or a part in the school play, you 
won't waste valuable classroom or home 
study time worrying about whether you 
can do it well. Any student who has had to 
fill in as a vacation substitute in a busy 
office, complete a complicated exchange 
for an irate customer, wait on tables of 
worn-out shoppers, check out orders in a 
hectic supermarket, or be responsible for 
a cabinful of jet-propelled ten-year-olds 
knows there isn't any problem posed by 
her teachers that can really faze her. 

C. Broader Understanding: The 
knowledge of what makes people tick is 
vital to all of us in every job we tackle— 
and we could all use more of it. It can 
bring you new friends and greater appre- 
ciation of the priceless individual differ- 
ences that make daily life more enjoy- 
able, more colorful, and sometimes more 
frustrating. There are plenty of people in 
your school who can give you marvelous 
exercise in patience, understanding, and 
tolerance—all of which will stand you 
in good stead whatever you do. 

D. Self-Knowledge: This one is a 
bit different, since it involves not only the 
present but also your future course of 
action. If you've been smart enough to try 
a variety of jobs from summer to sum- 
mer, you will come to a better understand- 
ing of yourself, your likes and dislikes, 
your capabilities in certain areas, and 
lack of skill in others. The problem of 


whether to go to college, junior college, 


by Peggy Norton Rollason 


Business Experience 


private business school, or into a full-time 
job after graduation will shake down to 
fit you—and not your best friend’s ideas 
or your parents’ dreams. 

E. New Horizons: The exciting 
possibilities that two months of work can 
make vivid and real to you should have 
stimulated your thinking about the future 
as no amount of previous reading or dis- 
cussion could have. You may have rubbed 
shoulders with an advertising executive or 
a fashion designer, seen a top-notch secre- 
tary in action, made friends with an old- 
book collector or stamp dealer, discovered 
the world of chemistry and engineering, 
civil and social service, retailing and pub- 
lishing, banking and heavy industry—a 
thousand-and-one different fields. Having 
worked alongside these people, even in a 
very junior capacity, will make your class- 
room take on a vital third dimension that 
wasn't there last June. 

So much for the intangible personal 
gains of a summers work. What can you 
do during the school year to “keep your 
hand in” and make yourself ready for an 
even better job next year? 

The following suggestions require, first 
of all, the approval and co-operation of 
your business teacher, guidance counse- 
lor, or other faculty members, and second- 
ly, the same of your parents, since a good 
share of the required work may fall after 
school hours and on weekends. 

1. School Job Forum: Shared ex- 
perience is always an eye opener. While 
you have been busy as a junior stenogra- 
pher or typist in an office, your classmates 
have been working in other areas. Suggest 
a school Job Forum to report on such 
things as: 


What you imagined the job would 


(Continued on page 66) 
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“Thank you, thank you, Miss Abernathy—and have a card.” 
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read shorthand? You can probably speed through this page, which is based on Chapters One and Two of the Manual. 
This material is counted in groups of twenty “standard” words 


each, so that you can estimate your 


reading speed. 
TODAY’S SECRETARY 
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with an Hye 
toward transcription 


by Florence Elaine Ulrich, Direc tor. Gregg {wards Department 


NOTHING is easy or hard, but think- 

ing makes it so. This maxim applies 
especially to shorthand and typing. Chil- 
dren have mastered both, and we recently 
received a shorthand letter from a man 
seventy-nine years young. 

Remember this, now that you are a 
shorthand student. The hooks, curves, and 
blends of the Gregg system are written 
repeatedly in longhand. Indeed, the en- 
tire shorthand alphabet is contained in 
the simple longhand word “facility.” 


bie Pucclitiy 
‘i va Oo 


GREGG SHORTHAND 
CORRECTIVE SLIDE 


a 
fan 


Just approach shorthand with the same 
ease and childlike confidence as you did 
penmanship, and you will have no trouble. 

All of you remember the drills you had 
to do when learning longhand. Exercises 
also play an important part in acquiring 
shorthand skills. Even more so, for speed 
is of the essence. When it is difficult to 
decipher words in longhand, you may 
look to the text of the copy to supply 
the meaning. But now you will not have 
time for this. Your notes must be accurate 
and legible so they can be read rapidly. 
Only practice makes this possible. 

This department provides many prac- 
tice aids. Among them is the Gregg short- 
hand corrective slide, a clear cellulose 
device on which correct shorthand charac- 
ters are written in red ink. By superim- 
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posing the form written on the slide over 
the outline you have mi 'e, you can ap- 
praise your accuracy. 

If you are a beginner, you may also 
test your shorthand writing skill by copy- 
ing the test for the Junior Certificate of 
membership in the Order of Gregg Artists, 
published on page 42. Advanced students 
should take the membership test also on 
that page. Then compare your shorthand 
with the skill required of qualified stenog- 
raphers by sending your best written copy 
of the test to this department. If your 
notes qualify, a certificate will be issued 
in your name. If the notes do not qualify, 
they will be returned with your faults 
pointed out and suggestions made for 
improvement. 

Another spur toward practicing for 
good notes is cultivating a pen pal whom 
you can write to in shorthand. The June 
issue of TODAY'S SECRETARY has the 
names of prize winners in the annual 
OGA International Contest. Choose a 
writer from a country that interests you, 
and send her a get-acquainted note in 
shorthand. Through their teachers, stu- 
dents in one class might exchange letters 
with shorthand students in another school. 
Fruitful practice and lasting friendships 
often result. 

A vast array of attractive certificates 
and pins is offered to you by this depart- 
ment. It’s fun to earn them, and the little 
extra effort required puts proficiency into 
practice. A test on the principles of 
shorthand is available in BUSINESS 
TEACHER, the magazine that bona fide 
teachers may obtain free upon request. 
This will help uncover any weaknesses in 
theory. Shorthand speed awards are 
offered by the same publication at 60, 
80, 100, and 120 words a minute on both 
5-minute and 3-minute tests. 

Nor have we forgotten the typist. The 
Competent Typist Test on page 44 should 
be practiced until you are typing at your 
highest speed. When your best 10-min- 
ute test is 30 to 40 words a minute with 
no more than five errors, send it to us 
for a certificate. If you are typing 50 
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words or more a minute. you merit the 
Competent Typist emblem pin. The 5- 
minute typing accomplishment test. to be 
written only once, is available for those 
who prefer to take one-time 5-minute 
exams. 

There are also awards for the beginner. 
The Junior OAT Test, which any student 
who has finished the keyboard can com- 
plete. is opposite. The test submitted 


for this certificate must be without errors 


and should be attractively arranged on 
a sheet of paper, 8144 by 11 inches. Ad- 
vanced typists should try the test for the 
Senior OAT (Order of Artistic Typists) 
for their certificate and OAT emblem 
pin. The latter test need not be timed, as 
the project requires judgment in arrange- 
ment as well as accurate and neat typing. 
but it should be done at a speed of at least 
10 words a minute. Just as a reminder. 
these tests are open to typists and short- 


hand writers in offices as well as schools. 

To display the awards won on these 
tests, we offer an impressive Achievement 
Record Album, shown elsewhere in the 
issue. This will hold the thirty-two certifi- 
cates which you can earn, and it is a fine 
testimonial to your secretarial skills when 
applying for a position. 

Set your sights on these awards now. 
Our tests are your transcription tools; 
now use your talents. 





JUNIOR 
OGA 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light. smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OGA certificate or pin. 
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SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior OGA certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Johnny Had BETTER Learn to Read 


It no longer matters whether 
he wants to 
or would like to 
or may learn when the spirit moves him. 
Johnny now has no choice. 
He had better learn to read 
and read well 
or we may wind up in a world where 
no English is written any more. 
Reading is the key to all knowledge 
and knowledge is power 
and power means survival. 
Napoleon knew that, and he 
once said, 
“Show me a family of readers, 
and I’ll show you the people 
who move the world.” 
We Americans don’t want to 
move the world. 
But we don’t want anyone else to, either. 
So Johnny had better 
learn to read. 
Because you can bet 
Ivan is spending a 
lot of time on his books. 
—from Newsweek 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


Center this article neatly and 
attractively on a sheet 
of plain paper. 


Type carefully, striving for: 

(1) accuracy—no strikeovers or 
typographic errors, (2) neatness, 
(3) good placement, and (4) correct 
spelling and punctuation. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents fer each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
¢ Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. ¢ Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 


. 


eordance with the rules.”” * September 
copy is good as membership tests for 
OAT, CT (page 44), and OGA awards 


until October 25. 1959. 











SENIOR 
OAT 


To qualify for the Senior Award, 
candidates must submit a cor- 
rected copy of the program that 
appears alongside. 


Watch placement and spacing, 
and be sure that you make all the 
corrections indicated. 


Practice the material until you type 
a copy that represents your 
very best work. 
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SEPTEMBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
gross speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five 
errors disqualifies a Competent Typist Test for an award. 
(This copy should be double spaced.) Words Words 
To a viewer, a television show runs’ 7 As the hour of the show nears, the 309 
along smoothly and effortlessly. Acom- 15 cameramen begin televising the per- 316 
mercial begins the show, followed by 22 formers who watch the monitor to 322 
an announcer who presents the program 30 check their costumes. The director 329 
to the viewers. Interrupted by a mes- 37 studies these scenes on a myriad oftele- 337 
sage from its sponsor, the show con- 44 vision screens in the control room. One 345 
tinues and goes off right on schedule. 52 of the screens shows the network pro- 352 
When the program is over, the view- 59 gram already on the air, while other 359 
er either watches the next show or 66 cameras pick up various angles of the 367 
switches to another channel, seldom 73 studio. 369 
giving a second thought to the minute - 381 The director decides which scene he 376 
details and preparation that go into ss wants to open the show and cues that 383 
every television program from the 95 cameraman to stand by. As the second 391 
largest spectacular tothe shortest news 3 hand sweeps around the clock, the 398 
bulletin. 106 assistant director tells the stage manag- 405 
It is said that the easier something 113 er to cue the actors. The soundman $413 
looks, the harder it actually is to do. 121 waits for his signal to play the theme 421 
This is true of television, with its 129 music, and the other technicians check 428 
camera work and sound effects and 135 decibel meters. 432 
special personnel and the many tech- 143 Heavy cameras are then wheeled and 439 
nical aspects and complex operations 150 pushed over thick cables and placed 446 
that must all be blended into one com- 157. according to colored chalk marks on $453 
mon goal—a smooth show. 162 the cement floor. The actors also know 461 
After weeks of rehearsal, a show is 170 their marks and are careful to stand on 469 
ready for its debut, and the critics are 177 them, for the director has chosen these 477 
watching to judge the merits of the 184 positions for them so that they will 485 
new program. The performers and the 91 look their best on the screen. 491 
people who work behind the scenes 198 Halfway through the program, the 498 
arrive nervously at the studio, and a 26 director calls for the filmed commer- 505 
hush falls over the brightly lit room as 24 cial, and during the intermission the 512 
each detail is checked for the last time. 222 stagehands quickly place props for the 520 
In the glass control room, a director 229 next scene while a lighting technician 528 
studies the schedule carefully while the 237 might change the position of alight to 536 
assistant director checks the clock. The 246 give more brightness to a dark corner. 544 
responsibility of the assistant director 254 As the film ends, the assistant director 552 
is to keep a close scrutiny on the time 262 cues the stage manager to stand by. 559 
and make sure that the show does not 29 The performers then receive their cues, 567 
run either over the allotted time or end 27s and again the show is on the air. 574 
even one minute before. The stage 285 At home, the viewer watches, hardly 582 
manager stands on the studio floor 22 aware of all the activity behind the 589 
waiting for his cues from the assistant 300 scenes going on just for him. 595 
director. 302 (Uf necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Roberta G. Pavlu 
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TRANSCRIPTION CORNER 


Do you feel that you have gotten a little rusty 
during the past two months? Then we suggest that 
you try to find the errors in the two letters below. 
The answers are on page 65. 


Dear Mr. Johnson: 


65 is the retirement age for most 
people. However, may we suggest that in- 
stead of retiring you do the things you 
have always wanted to do or see the 
Places you have always wanted to see. 


For just a small amount each month, 
the Massacusetts Life Insurance Co. will 
help you plan for the “care-free life," 
which old-age can be if you save for it 
now. We have several plans which assures 
you an income that will continue as long 
as you live. In fact thousands of men 
and women are using our programs to fin- 
ance their future. The enclosed booklet 
"The Carefree Life” outlines in detail 
the various plans we have to help you 
prepare for an old age free from finanial 
worry. 


If you are interested and would like 
our representative to call, please return 
the enclosed postage paid card. est as- 
sured that there is no obligation on your 
part. 


Sincerely yours; 
-O- 


Dear Mr. and Mrs. Jackson: 


Last winter, we had the pleasure of 
serving you at the Miami Beach Hotel. We 
hope you enjoyed your stay with us, and 
that you plan to return. 


Reservations are already begining to 
pore in for the coming winter months; and 
if you are planning to come our way this 
year, we suggest that you let us have 
your reservations as soon as possible. 

In this way, you can have your preferance 
as to accomodations, 


During the passed year we have made a 
number of chances on our grounds which we 
feel will add to your comfort and conven- 
ence. They are all shown on the enclosed 
brochure. But--don't wait too long be- 
lore you write for reservations! 


Cordially yours; 


GLOSSARY AND VOCABULARY BOOSTER 


INDISPENSABLE ABERNATHY=-page 39 


i 
esl automatically 
Cr expert 
Po futile 
‘re blurted 
e+ commerce 
Cr vw presumptuous ' 
3-€ theories 
G beneficial 
é Japan 
2 4 boyish 
ew startled 


G compassion 


a 
aa he 


triumphantly 
reminiscence! 
indispensable 


counselor 


_ 
Po orcas 


familiar 
PLEASE REMIT--page 47 


a a 


faille? 
tulle3 
forceful 
apologetically 
outfit 
ensemble4 
drugstore 
supports 
desperate 
persuasive 
reimbursement 


af 
Of 
ae Ail 
a 
ie 


'REMINISCENCE (spelling): luminescence 


2FAILLE (meaning): a ribbed silk fabric 
of plain weave, used for dresses, ties 


3 TULLE (meaning): a soft, fine net 


4 ENSEMBLE (meaning): a complete costume, 
the pieces of which match or harmonize 


(do not confuse with ASSEMBLE which 





means to meet or congregate) 
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and Forget 













Write the shorthand for the caption and fill in the 
face with your answer, as in the cartoon below. 
Then try your own skill on No. 2. The solution and 
another cartoon will appear next month. 





























BUT | THINK SHE IS TOO YOUNG FOR THE JOB 



































OUR FUTURE SUCCESS HINGES ON THIS PROGRAM 











September, 1959 Ms 
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it's easy to get 


CASH 


FOR YOUR GROUP 


Sell Fresh, Flavorful 
Salted Nut Products 


in colorful, vacuum packed tins 


A Complete Fund Raising Plan from 
€ZeED PEANUT CORPORATION OF AMERICA 


Makers of famous Buster Nut Products 
The finest products plus this simple plan 
make your sale a success. 

@ NO FREIGHT TO PAY... 

@ NO MONEY TO ADVANCE... 

@ NO BREAKAGE or SPOILAGE... 

@ SALE GUARANTEED... 


FILL. OUT AND MAIL 
THIS HANDY ORDER BLANK 
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SOCIAL SIDE 


(Continued from page 27) 





8. A co-worker has received an honor. 


which has been written up in the news- 
papers. You want to extend your congrat- 
ulations. How would you do this? 

9. Your boss asks you to act as “big sis- 
ter’ for a new girl. How would you get 
her “off on the right foot?” 

10. A friend drops in to visit you at the 
office. What would you do? 


Answers to Quiz 

Score 10 points for each answer that 
coincides with the one given below: 
l. Yes, if you don't talk shop to the ex- 
clusion of every other subject or divulge 
confidential information. 
2. By all means, send a card. If you 
know her well, a small gift would be in 
order, perhaps a pretty handkerchief, a 
scarf, stationery, or a box of candy. 
3. Confine the collection to your own de- 
partment, unless the person who is leaving 
is well known and well liked throughout 
the company. A small gift from close as- 


sociates is better—and means more 





than a splashy present from people who 
don’t know her well and resent being 
asked to contribute. 

1. If you know the person only slightly, 
send a sympathy card. If the bereaved is 
a close associate, she will appreciate your 
sending a personal note and attending 
the wake, if possible. You may want to 
send flowers or a Mass card if she is a 
special friend. 

5. Its best not to add fuel to the feud 
by taking sides. Instead, try to help the 
two patch up their differences. 

6. You can discourage the office wolf 
without hurting his feelings or making an 
enemy with any one of these excuses: 

(1) You go to night school and don’t 
have much free time: 

(2) You belong to so many clubs that 
you re always busy: 

(3) You've made it a rule never to date 
any fellow employee: 

(4) You have a very jealous boy friend. 
7. In exchange for the dinner, this woman 
expects a lot of information that may be 
none of her business. If you accept, 
you ll feel like the town pump and she'll 
resent it if you don’t answer her questions. 
Better refuse graciously or suggest a 
Dutch treat lunch and act like a clam 
when she tries to pry. 

8. A card or note, enclosing the news- 
paper clipping, is one good way. If you 
wish to make an extra gesture, have the 
clipping plastic coated to preserve it or 
give her a rose for her bud vase. 














TAKE YOUR PICK! 


KLENZO-33 (with and without brush) 
Famous Klenzo quality in convenient 
wood-casing. Sharpens to ‘‘needle point"’ 
for ballpoint, typewriter and ink work. 


KLENZO (with and without brush) 
The standard for erasing. Paper wrapped 
to permit quick, economical repointing. 


A Klenzo erases equally good ~ 
wrapped in paper or cased in wood 


AT BETTER STATIONERS EVERYWHERE 


Send 10c for twin samples naming this publication. 


laisdell 


PENCIL COMPANY 


BETHAYRES, PA. 
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y, Treat your “little sister” as you would 


TODAY'S 
SECRETARY 





like to be treated if you were the new- 


Now Only $1.00 Per Copy 


TODAY’S SECRETARY’S 
60th ANNIVERSARY ISSUE 


comer. Introduce her to those in your 


department: show her where the other de- 


partments, supply room, and ladies’ 


lounge are: explain her work, the hours 
and benefits, and special rules: invite her 
to ask you for help whenever she has a 
question, 

10. If you are not busy, it’s all right to 
chat for a few minutes or show your vis- 
itor around the office. Otherwise, explain 
that you wish you could spend time with 
her but you have a rush job to complete. 
Call her later at home. 

Score 80 to 100: you are a true diplo- 
mat—gracious and tactful. You treat oth- 
ers with consideration and empathy. 

Score: 60 to 80: you can handle most 
office situations with ease. You're a good- 
will ambassador. 

Score 40 to 60: you get along with oth- 
ers. A little extra effort could boost you 
into the “ambassador” class. 





TWO WORLDS 


(Continued from page 21) 





“It hasn't always been this way.” she 
explained. “In Japan we learned Eng- 
lish, but just words and rules, not much 
about pronunciation. My family came to 
San Francisco in August six years ago, 
Of course, we didn’t speak English in 
all the excitement of settling in a new 
home then in September I had to 
go to high school where—naturally- 
they didn’t speak Japanese. For about six 
months I was at a loss . . . the teachers 
would give out assignments or notify us 
about tests, and IT didn’t know what they 
were talking about. But I learned.” 

With a wave of long tapering fingers 
she switches the talk to her life in Japan 

. the war years that her family spent 
the fifteen day cele- 
bration at New Year's... the fact that 


so many Japanese girls are dyeing their 


in Manchuria 


hairred ... 

You can almost see the fan, the tea 
cup, the kimona reappearing. In fact, 
the kimono does actually return when 
\kiko goes to the airport each Sun- 
day. There she wears traditional dress 
as does a Chinese girl. Their purpose is 
to greet incoming passengers on North- 
west’s flight from Tokyo. Most of the 
passengers can speak some English, but 
in the confusion of landing in a strange 
country whatever mastery they may have 
had of the language disappears. Akiko 
ind her Chinese counterpart help them 
set through customs. 

\kiko studied dancing in Japan and 


(Continued on page 65) 
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based on the theme 
“The Secretary Surveys Her World” 


Over 80 colorful pages of text and illustrations 
since the first woman entered the office in 1899. 
Here in one authoritative reference volume is 

the story of the starring role played by the 


American Secretary over the past six decades. The 


secretaries and their unwieldy machines were both 
called “typewriters,” and a weekly wage of $6 for 


eye-straining labor was considered generous. 
Through special feature articles the reader 
learns about the invention and development of 


shorthand and the typewriter; the transformation 


all-imporant boss; the improvements in her pay, 
surroundings, vacations and other privileges: 


her office equipment and communications. 


review the exciting secretarial field 


reader is taken back to the days when 


50 to 60 hours of finger-callousing. 


in the attitude of the public and her 


and the many changes in her training, 



















_JPEEDAITE 
ACCOUNTING 
Copghiiides 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 
backward and height adjustments 
made instantly for best focal dis- 
tance. Rotating head permits move- 
ment of reading material for perfect 
lighting and eliminates glare. Ex- 
cellent built-in copy Magnifier. 


._Jpeeonite SECRETARY 
Copyholder 


Offers all features of Accounting 
Model. Can be installed on any desk 
or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 


Write for descriptive catalog or 
trial installation. 


HAIL-WELTER COMPANY, Inc. 


56 Mt. Hope Avenue 
Rochester 20, N. Y. 




















FREE 


STARLIGHT 
CASE and FRAME 


with every order 


\Tiendshi ) 


Os 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR *4 
or SO ror $2 


plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24" x 3%”. Satisfaction guar- 
anteed. Order today. 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6” Princess Portrait enlargement 
em emcee 
Friendship Photos, Dept. F-9, Quincy 69, Mass. 
Please send me 
25 “Shadowbox” Friendship Photos, from one 1 
pose ... $1.25 enclosed. Also send Free Starlight 
Case and Frame. 
f— 50 “Shadowbox” Friendship Photos, from one 
Se pose... $2.25. Also send Free additional Princess ! 
Portrait Enlargement and Frame 


| enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not l 


completely satisfied. | 
Pe snescsinds thninenadvochstetsonencesoeadons | 
Pe ccenst pccpnntesbecsbospenentansevenesas 1 
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EATON PAPER CORPORATION *2_24 PITTSFIELD, MASSACHUSETTS 
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“A working gal 
needs a pal!” 
(...a Lindy Steno-Pen) 






















When legibility and speed you must combine 
... FINE LINE! 
When dictation’s so fast you think you'll flip 
...NO SKIP! 
When reams of notes must be perfectly clear 
... NO SMEAR!** 
When you must take notes on a postage stamp 
.-»- NO CRAMP!*** 


FAIR TRADED 
0.8.8; 


Long 7” Size or 5” 
Pocket- Purse Size 
(= 457F) 
© 1959 LP CO. INC. 


Laat, 
b wv? 
Litucs Stu 
FINE POINT BALL PEN #467-F 
*Giant Supply of Lindy Exclusive Formula Ink 
Lasts Longer ...will not skip or tlog! 
**Permanent — Non-Transferable — 
Non-Smudging 
“**The Lindy Long, Perfectly Balanced 


Design Eliminates Writing Fatigue 
Ink Meets U.S. Gov't. Specs TT-1-562 


NATIONALLY ADVERTISED 
UNCONDITIONALLY GUARANTEED 


I BRILLIANT 
COLORS 
Color of Cap and Button is Color of Ink 
BLUE + BLACK + RED + GREEN 
TURQUOISE * BLUE-GREEN * GOLD 
BROWN * LAVENDER + ORANGE 
BLUE-BLACK * MAROON 


“Please ask for a sample 
on your company letterhead.” 


Lindy Pen Co. Inc 








SCRAPBOOK 


(Continued from page 15) 





or the hometown paper, play it up by 
mounting the entire masthead (or the full 
front page if your scrapbook is large 
enough) and superimposing the actual 
article on it. Color and imagination are 
important. Try cutting the article with a 
ragged, free-form edge outlined with a 
bright china-crayon border. Then slap it 
across the front page or cover at an easy- 
to-read angle. You'll be surprised how ef- 
fective this can be. 

In the case of smaller stories or a series 
of syndicated articles, arrange a number 
of them on one page. Make sure the name 
of the paper and the publication date are 
easy to spot. Do not mix syndicated 
breaks on the same page, but give each 
one its own importance. 

After you've grouped all the stories per- 
taining to the first announcement, go on 
to the second release and follow it up 
with its own clippings. In this way, you 
achieve a sense of unity and tell the story 
fully. 

Perhaps you want to make more defi- 
nite break pages than would be provided 
by the releases themselves. This can be 
done by lettering in color such titles as 


national coverage...local coverage... 
newspaper clippings . . . magazine articles 


. syndicated stories . . . radio and tele- 
vision announcements (here you would 
use typed transcripts supplied by or- 
ganizations which monitor such _pro- 
grams), adapting your titles to fit the 
particular circumstances. The lettering 
need not be fancy but it should be neat 
and uniform in style and size. 

Those letters of invitation, employee 
announcements, or pieces of literature 
should be included in the appropriate 
spots in chronological order. Another 
good idea is a section devoted to the com- 
plimentary letters your boss will un- 
doubtedly receive in connection with his 
work on the project. 

It's best to devote some time to this 
scrapbook every week. If you let it go 
until the project is finished, it may look 
like an insurmountable task—or you 
might find the boss wishes he had it to 
show to his boss at the next executive con- 
ference. You won't be able to do it justice 
if you have to rush—and Mr. Big may not 
be quite so impressed. 

Once you've completed your first pub- 
licity scrapbook, you'll see ways of im- 
proving your methods of mounting, 
“punching up” or “playing down” certain 
stories, or achieving that important sense 
of continuity. The next one will be even 
easier and more fun to prepare. 
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Make a Note of It! 


by Ruth Mangan 


AKE A NOTE of it! Every request 
from your employer, from filling the 
cups in the water cooler to typing up an 
important contract, deserves a notation. 
Not a mental note, but a note on paper. 

How disconcerting it must be to a man. 
after having asked his secretary to make 
plane reservations for him, to find that 
she forgot. “I forgot” is one phrase that 
has no place in a secretary's vocabulary. 
It is one of her major duties to remember. 
And the only foolproof way to remember 
is to make a memorandum of each thing 
that you are required to do. 

When instructions are given, write them 
down! Be certain you understand com- 
pletely what you are supposed to do so 
that you will not have to weary your boss 
with more questions later in the day. Also. 
jot down notes for yourself —items that 
you are responsible for, such as: “order 
more typewriter ribbons, type up Mr. 
Black’s itinerary, send out notices of 
monthly board meeting.” ete. 

It is helpful to have a special place 
on your desk for these notations. A small 
block of paper reserved for this purpose 
eliminates the chance of their being lost 
in your papers. As you complete each 
tem, cross it off the list. This will give 
you a real feeling of accomplishment. 

Just as important as taking down direc- 
tives from your boss is giving clear in- 
structions to other people in the office. 

If a piece of mailing must be treated 
in a special manner, don’t just tell the 
mail clerk, write the instructions on paper 
and attach it to the letter. In the last min- 
utes, in the rush of getting the mail out, 
spoken instructions might be forgotten: 
written ones never. 

Most offices have “While you were out” 
pads for noting phone calls. It is impor- 
tant to write the time of the call, the per- 
ons name, a message if there is one, and 

essential—get the phone number. 
en if you are sure your employer has 
he number it will save him time and trou- 
ble if you have it written down with the 
message. You might wonder why you 
suld write the time of the call. This is 
extreme importance in offices where the 
are out a good deal of the day (a 
: oflice is a good example). Your em- 
er might have talked to the person 
e he called the office and another call 

ild be superfluous. 


So make a note of it and very shortly 


r employer will make a note of the 


iency of his secretary. 
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‘It just wasn't my day... 
(until I spotted the NU-KOTE!)” 


"Then things just hummed along! I said goodbye to hard 
to read, messy carbon copies and hello to NU-KOTE, the 
Original plastic-—base carbon paper." Try NU-KOTE for 
money-Saving, 3 to 1 durability over ordinary carbons. 
It's the one-weight, one-finish carbon for almost any 
copy job. Send for your free sample of NU-KOTE today. 
Clip the at su below. 


OR 


ro 
2\ 

«- 
° 


Buy where you {« 





NU-KOTE 


Cfact CARBON PAPER 


NU-KOTEE is a product of Burroughs Corporation, Mittag Division 


See this sigi 


~~ 
FREE SAMPLE! For a free sample of NU-KOTE 


just mail this coupon attached to your company 


7 
~ 2 letterhead. 
et 
aes Dealer Sales Dept. Ts-18 
Seem Burroughs Corporation, Detroit 32, Michigan 
= 2 Name —— - 
— 
“> Bu fa 
| 
Address Pe 
City ee _Zone State 


In Canada write heme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 
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*K A.W.FABER, 


MAKER OF FAMOUS 
ERASERSTIK NOW 
MAKES HISTORY WITH 


STENOSTIKE: 


THE ONLY PROFESSIONAL BALL PEN FOR YOU. 


/ 
4 


* Re 


70290 
Shorthand Fe 
ett 


AW FABER STENOSTIE The Bake Pen for: 


We gave you the world’s best 
known and most widely used pen- 
cil-shaped eraser, ERASERSTIK 
—and now we give you its office 
companion, STENOSTIK, the only 
ball pen exclusively designed for 
shorthand. 

lf you've sometimes been dis- 
appointed with ball pens, pre- 
pare for a happy surprise with 
STENOSTIK. It has along, tapered 
especially designed finger grip 
that lets you take shorthand by the 
hour without fatigue. STENOSTIK’S 
full, pen-length blue ink cartridge 
outwears 7—yes 7—lead pencils. 
It flows into words without effort 
or pressure. It’s a white, blue and 
gold beauty that belongs right 
alongside your ERASERSTIK. Ask 
your Stationer. If he doesn’t yet 
stock STENOSTIK, send us his 
name and we'll see that you are 
supplied. Priced at 39c, less ina 
box of 3—the economical way to 
buy. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 





DESIGN Pot. Pend, U.S. Pat. Off, 
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(Continued from page 47) 








fora Conny the: Cy 
Miss Rose Ann McCloy 


516 Westover Road 
Elyria, Ohio 
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then rush out and 
get an A.W.FABER 


® 


ERASER STIK 


The original grey eraser point 
—always best for erasing. 


CAWSERVICED 70998 
AW.FaBer GRASERSTIK CILSERIKE) 7099 





TIK 


SLOPPY STRIKEOVERS 
make bosses see red. 
EYE APPEAL in a letter 
makes the same bosses 
beam with happiness. 


If you are still plagued 
with S.S. do yourself a 
favor. Discard your 
bulky eraser and get an 
A.W.FABER ERASERSTIK 
—that slim, trim, white- 
polished pencil-shaped 
beauty that gives you the 
right point to do a clean 
erasing job. It whisks 
away one letter without 
smearing the whole word. 
With ERASERSTIK you 
erase without a trace. 

Want to be the apple 
of your boss-man’s eye? 
Then get ERASERSTIK 
—today. 


AW.FaBer &RASER 





ERASER UL 


Pencil Co 


a W.FABER-CASTELE 
Nework 3 


N. J 


Which point do you prefer? 
Sharp, Medium or Average, Thin or 
Blunt. ERASERSTIK gives you your 
choice. Point with a mechanical or hand 





pencil sharpener. 
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Mr. Ralph Spencer 
Milady’s Apparel Shop 
Cleveland, Ohio 
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Check these advantages 


of working 
at Lockheed 


I. 


High starting wages plus 
periodic reviews. 


2. 


Attractive facilities, providing 
excellent working conditions. 


4 


Important and interesting 
work with a recognized 
leader in the missile 
and space industry. 


4. 


Liberal employee benefits, 


including health and life 
< " k | ' 


zensnip require 


lena 


MISSILES AND SPACE 
DIVISION 


SUNNYVALE, CALIFORNIA 






























% self-adhesive 


| file-folder 


’ 
act | 


ae | 
¢e%a 
. 


"i (>) “~ Keep the boss 
4, i~ smiling 
at your filing 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.” 


Avery self-adhesive File Folder Labels give 
quick, positive identification — and they're 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go... quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
stationers. 





Available ina 
bouquet of ten 
fresh colors, 
plus white —for 
bright, efficient 
color coding... 
in sheets of 8 
labels each with 
guide lines for 
uniform typing 
... and the last 
label won't slip 
in the typewriter 
because of the 


AVERY LABEL COMPANY, Div. 152 
117 Liberty St., New York 6 © 608 S. DearbBrn St., 
Chicago 5 © 1616 S. California Ave., Monrovia, 
California « Offices in Other Principal Cities. 


Please send me samples of Avery file folder Labels. 

















Positi 
extended backing My Name : sition 
sheet! - Company 
: ’ Address 
Write for your : 
FREE samples today! 1 City State 
‘ 
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SCHOOL STARTS 


(Continued from page 29) 





You have to understand people in order to write for 
them.” 


How to Map Your Program 

Perhaps one of the above study plans fits your par- 
ticular needs. If not, you may be able to adapt some of 
the ideas. The first step is to make a list of the kinds of 
work your job involves—writing reports, keeping rec- 
ords, dealing with people, and so on. Then list your 
strong points and weak points. If you need to develop 
technical skills—typing. shorthand, bookkeeping—start 
your study program with fundamentals. 

If you wish you could relieve your boss of most of the 
routine correspondence, consider a course in business 
English or better letters. Or you may decide a bigger 
vocabulary would be an asset in your work. Some 
Y.W.C.A.’s offer classes in vocabulary building. 

Next, examine your boss’ duties. Is he an office man- 
ager? If so, a course in office management or business 
administration may help you serve him better. Add such 
specialized courses to your list in the order of their value 
and importance. 

Almost anything you wish to learn is taught at some 
educational institution. Check your local colleges, uni- 
versities, and high schools for night-school curricula. 
Read the school ads in your newspaper. Some large 
newspapers have school bureaus that will send you liter- 
ature or answer questions about schools. Many colleges 
have counselors who will advise you on the best course of 
study to reach your goal. If you live in a smaller city, 


investigate correspondence school courses. 


Ten Tips From Secretary-Students 

The secretaries who have found new interests and 
reaped many job benefits from going to school offered 
these tips for getting your time and money's worth: 

1. Enroll for only one or two classes each semester 
and concentrate on them. If you take too many, you may 
not have time to do all your assignments and get good 


grades. 








NMIICROPOINT INK-STIK 


ij STENO-POINT 


* Has the slim,trim feel of a pencil and the writing 
quality of the finest pen. 
* 6” ink supply ...takes the place of 50 pencils! 
* No point to sharpen... always clean, sharp writing! 
* New Jet-Silvered Tip... instant starting, 
smooth, SKIP-FREE writing. 
* Keeps hands clean... instant-drying MULTI-MILE ink! 


Order from your stationery, drug, department store. 
MICROPOINT, INC. Sunnyvale, Calif. 








In Canada: Ben Sanders Company Ltd., Toronto 1, Ont. 
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2. Enroll in advance so you'll get into the class you 
want at the most convenient time. 

}. Don’t hesitate to ask questions in class. The teacher 
wants to be sure you understand everything he says 
about the subject. He is an authority, and he'll be glad 
to expand his remarks. 

1. Try to attend every class. If you skip a session, 
you may miss something so important that later lessons 
will be over your head. 

5. Set aside a certain time for assignments. If you get 
into the habit of studying one night a week, you'll get a 
lot more out of the classes. 

6. Education costs money, but it’s a sound investment. 
Tuition usually is due in advance. Budget your money 
to cover textbooks, suppers, extra carfare. 

7. Check to see if 


payment plan. Some companies pay tuition if employees 


your company has a tuition- 
take courses pertaining to their work, depending upon 
the grades they receive. 

S. Let your boss know you are going to school. He 
will appreciate your interest in your work, and he may 
suggest helpful courses. Tell the personnel department, 
too. if records of night-school work are kept there. 

9. Check your textbooks for bibliographies of sug- 
eested reading material; try to read an extra book or 
two on the same subject. 

10. Get to know the people in your class. One of the 
fringe benefits of night-school attendance is the chance 


to make new friends. 


Graffco never 
lets me down! 





How I used to dread the sudden call 


for facts and figures. They were in the 


records and on the maps... but where? 


Now Graffco Signals and Maptacks 
spotlight all important classifications for 
instant action. And as reminders, they 
never forget! There is a special Graffco 
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Nu-Viz Meta! Signals 
for “Visible” Records 








L \ 
\ “ce = 
jonmo® q ‘ 
‘ . ; Ld 
Cetlugrat lransparent Squas 
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product for every kind of record hous- 
ing, maps and charts. Write for free 
color folder describing them all. 


Graffco SIGNALS 


and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 
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CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and 
i selected independent stationers 





“Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—even at quitting time). She’ll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features— automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 


Ee 


33 


*The only exaggeration (one we hope will 
cause a smile) in this message. 
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Attach to letterhead and mail to 


Kee Lox Manufacturing Company 
Department TS-99, Rochester 1, New York 


Send free samples of Grip-N-Pull to: 


NAME 





ADDRESS 
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THE SHAPE OF THINGS TO COME 


off. By fall, she is twice the girl she was— 
and worse she does not seem to care. Her 
motto is simple: “Let the clothes camou- 
flage everything.” But just how much can 
clothes be expected to camouflage? 
Consider then the shape. Is it slightly, 
very slightly, in excess of the rock-bottom 
limit on poundage? That extra helping 
of ice-cream to ward off the summer 
heat . . . those dinner invitations it 
would have been rude to refuse .. . and 
the foreign dishes that proved too much 
for the domestic will power . . . Never 
mind. Sob your way through a few 
handkerchiefs and then brace up. By a 


very suspicious coincidence we have just 


(Continued from page 36) 


what you need, not one diet but several. 
With the help of Madame Helena Ruben- 
stein, famous beauty expert, we have 
planned a calorie campaign to suit your 
temperament and/or way of life. 

The General Diet Guide is perfect for 
people who want to keep (or get) their 
weight down but who can’t—for some 
reason—manage a regular diet. A cer- 
tain time of day or living arrangements 
or even the mere thought of dieting 
sends them reeling to the nearest drug- 
store for the rapid consolation of a hot 
fudge sundae. 

The next is a Professional Women’s 


Diet. This may seem skimpy until you 





ON DISPLAY AT THE NATIONAL BUSINESS SHOW, NEW YORK, OCTOBER 19-23, BOOTH 219E 


TEMPO 


delivers everything you need 
to produce fine office printing 


Everyone in the office gets excited about the 
better impressions you make... especially 
when using Tempo’s co-ordinated line of sten- 
cil duplicating supplies. It’s the answer to all 
your office printing needs... . fast, efficient, far 
more economical than outside sources! 


Why not get better acquainted with this years- 
ahead line which gives you everything you've 


ever dreamed of in stencil duplicating results. 
Write for catalog #4112. 


TEMPO 


} STENCILS + INKS + DUPLICATORS 





TEMPO PASTEL STENCILS 


Regular film oo TEMPO INKS for al! duplicators 
- stencils, too - 

for the kind of — 

copy you want 2 


sharp, me 
dium or bold 
‘ from the same 
s stencil... easy as 
typing a letter 








for that “printed” look. Tempo 
= | Jetdry—world’s fastest drying 
' ink, even on bonds without slip 
— = sheeting, in liquid and the new 
paste ink. Tempo Paste Inks for 

» .ab- use in Tempo Geha and other 


paste ink duplicators. 


Seha 


stencil duplicators 
9 models from $199 


TEMPOSCOPES with flashed-opal 
glass, fully lighted 
working area. For 
proofing, drawing 
tracing, layouts 
and paste-ups. Ac- 
cessories inc!uded 
—fluorescent or 
Standard lighting 
models. 





. 
PITTSBURGH + SAN FRANCISCO + WASHINGTON, D. C. + MEXICO D. F, AND DEALERS EVERYWHERE 


ry a 
Ask for free illustrated catalog #4112 
- MILO HARDING COMPANY Established 1904 
162 Tempo Building, Monterey Park, California 
LOS ANGELES « 
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realize the true nature of the ordinary 
sandwich. Practically a must for many 
busy luncheonette-dependent secretaries, 
it is very high in calories. Meals are 
switchable too, so that dinner may be 
eaten at high noon—an arrangement 
that comes in handy if you're faced with 
VIP treatment during the day. 

Finally we have included—for that 
unique soul who manages to stay under- 
weight in this land of plenty—a diet 
for gaining weight. We put it last so 
that those to whom it does not apply 
can be spared the pain of reading it. 
And for all, a word of advice—Courage! 
Grit your teeth and hang on in the old 
army tradition. You won't get a medal, 
but you may earn some whistles—the 


dieter’s croix de guerre. 


Some General Rules for 
All Good Losers 

1. Follow the diet. Don’t skimp and 
do remember that slimming is a process 
of selection—not starvation. Even car- 
bohydrates, the worst offenders, should 
not be eliminated completely. Like the 
proteins which burn fat, they have a 
purpose too. They provide the sugar 
your body needs for energy. 

2. Don’t count and measure every- 
thing. You'll drive yourself (and all 
your friends) quite mad. 

3. Don’t weigh yourself more than 
once a week for the same reason as 2. 

4. Allow yourself to eat all you want 
between meals with the stipulation that 
first you eat ten stalks of celery. You'll 
find that after the fifth stalk you'll de- 
cide to forget the whole thing. 

5. Have tea with lemon or coffee with 
skim milk whenever you wish. 

6. Eat slowly and chew your food 
thoroughly. You'll be surprised at how 
much bigger your meals will seem. 

7. Discover “Sweeta” manufactured 
by Squibb, an artificial liquid sweetner 
which leaves no bitter aftertaste and 
can be used on everything. 

8. Always check with your doctor be- 
fore embarking on rigorous or extensive 
dieting. He might even be moved from 
personal experience to offer you some 
sympathy—not all of the medical pro- 
fession are sylph-like, despite their 
knowledge. 

9. Pills or potions that guarantee to 
all a size twelve dress within three days 
are either figments of the imagination 
or dangerous. Beware of them. The 
best method of dieting comes in the end 
to just two words—will power. 
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(Continued from page 23) 





be switched to a machine not in use. 

What's wrong with Telecord? Mr. Wal- 
lace sums it up: “It’s a lot more fun to 
have a blonde, brunette. or redhead than 
a telephone. But then, even this draw- 
back has an advantage—you can shut off 
1 phone.” Dictators admit they miss the 
personal boss-secretary relationship but 
are willing—if reluctantly—to sacrifice 
for the sake of progress. The only real dis- 
ilvantages of Telecord are occasional 
mechanical failures. However, Mr. Lamb 
can only recall one incident when he dic- 
tated and the machine failed to record. 

With due respect to the human element. 
the recorder console must take some of 
the credit for Telecord’s success, It is a 
model “middleman.” A simplified svstem 
of audio and visual signs designates the 
completion of a belt, and the corrections 
in and the end of individual letters. For 
example. when a dictator reaches the end 
of a letter. he dials the digit 8. This marks 
the index slip in the console. For correc- 
tions, he dials 4, prefacing the alteration 
with, ““¢ Jperator, corres tion please.” 

Cards accompanying the belts are 
colored to indicate the different areas of 
dictation, such as Claims, Industrial. ete. 
In this way the typist knows what kind of 
dictation she'll find on the belt. The con- 
sole attendant also marks the machine 
number, the time and date. and the esti- 
mated inches of dictation. These belts are 
then placed in a recessed-slot desk where 
transcribers can select them. 

\s you can see, Telecord has proved it- 
self an excellent means of production. 
But its use is limited. First by the nature 
of the work to be done, and then by the 





(Key to quiz on page 17) 
The Order Makes the Difference 


l. (a) diary, (b) dairy: 2. (a) quiet. (b) 
quite: 3. (a) casual, (b) causal; 4. (a) 
hose. (b) hoes: 5. (a) conversation, (b) 
conversation; 6. (a) angle, (b) angel. 


Which Verb 
1. understand: 2. has: 3. is: 4. has: 5. fail: 


was: 7. is; 8. are; 9. were, have; 10. were. 


Number, Please 

1. $20.000-835.000: 2. 59 cents: 3. 1350 
Broad Street: 4. O.K.: 5. O.K.: 6. twentieth: 
7. Four hundred fifty or, better: Yesterday 
mailed 450 ...: 8. quarter to eight: 9. 
10's. 5's, and 1’s: 10. 95 degrees at 3:15. 


Pronounce It Right 
1. genuine; 2. length; 3. hosiery; 4. tre- 
endous; 5. athletic; 6. caramel; 7, gen- 
ly; 8. accompaniment; 9. history; 10. 
February. 


Choose the Meaning 
| d; 2. d: 3.¢: 1. a; > b. 
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workers themselves. The John Hancock 
employees who use the system are answer- 
ing routine correspondence; much of it is 
inter-company. But some correspondence 
does not lend itself to such treatment. The 
John Hancock Medical Department is an 
example. Their typing is done by a three- 
girl pool who use both shorthand and in- 
dividual dictating machines. Alfred Doig 
explains why: “We need girls trained in 
the medical field as our correspondence is 
Also. we do 


not use ordinary form letters, and we do 


filled with technical terms. 


use special letterheads and enclosures.” 
Other information is confidential, best 
kept within a department. These factors, 
true of other divisions, remove much cor- 
respondence from Tele-cord’s scope. 


Then, too, some dictators prefer not to 


use the system. They'd rather tell a secre- 
tary than tell-a-phone. Nor can Telecord 
file a letter or receive visitors. so if dicta- 
tion is only part of a man’s job he needs a 
secreltary—or both. And someone must be 
on the receiving end. Not every girl is 
suited to do work that is often monoto- 
nous and unrewarding, to harness her in- 
centive to security of this sort. But hap- 
pily. as pointed out, many are. 

This, then, is the behind-the-scenes pic- 
ture. At times a contradictory one, but 
successful in spite of it. For John Han- 
cock is happy with Telecord. Nor must 
secretaries feel professional loyalty im- 
pels them to renounce it. As our report 
shows. there’s room for everyone to work 
according to the “dictates” of her constitu- 


tion. 








Everyone can’t win first prize 


because, even among the finest, one is 


always ‘‘best’’. When it comes to picking a fine 


letterhead paper, discriminating buyers select 


OLD DEERFIELD BOND 


a 50% cotton content paper 


with the look and feel of genuine quality. 





MILLERS FALLS PAPER COMPANY + MILLERS FALLS, MASS. 
iS] MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN. MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 
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also means 








Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codv Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 
guarantee! 


Lal 


MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 





New York e¢ Pittsburgh e Dallas e¢ Chicago 
Cleveland e Detroit ¢ Los Angeles 











TO REMOVE 


ALL DESK TOP STAI 


...use nothing — except, 









SIMPLY WIPE ON! WIPE OFF! 


Gumption’s Superaction Cleans- 
ing Power is guaranteed to wipe 
away all hectograph and ditto 
ink stains — carbon and crayon 
marks — FROM LINOLEUM AND 
PLASTIC DESK TOPS. No hard 
rubbing . . . No waiting! Avail- 
able in handy 12 oz. can and 
giant 36 oz. can. If your dealer 
doesn't have Gumption, write us today! 


IRVAL ASSOCIATES 


Division of Gumption Products Corp. 
56 Reade Street © New York 7, New York e@ BArclay 7-8482 
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INDISPENSABLE ABERNATHY 


(Continued from page 39) 
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. ti | a Yes, this stunning secretarial arrangement 
of Globe-Wernicke Executive Techniplan is for 


you, the responsible Girl-Friday. Notice the spa- 



















" 
wey 9 cious, uncluttered desk top— your everyday 


— working tools are out-of-the-way but within easy 
arm’s reach on the auxiliary top. Your files, 

records, stationery supplies, and storage 

facilities are built into 
this complete of- 
fice-in-a-desk, Utilizing Ex- 
ecutive Techniplan metal 
modular components, liter- 
ally hundreds of different, per- 
sonalized arrangements, in over 240 
harmonious color combinations, are possible. 
A new brochure in full color, showing many 


arrangements, diagrams and color schemes for 


GLOBE-WERNIC KE 


Executive Techniplan, is available at all G/W 





THE GLOBE-WERNICKE CO. dealers or write us direct, Dept. 1-9 
CINCINNATI 12, OHIO 


> > 
Globe-Wernicke makes business a pleasure Dealers listed in Yellow Pages 


under ‘Office Equipment’’ 


pal 
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The boss 
is so : 
thoughtful... 


He knows Sea Foam Bond makes my job easier. He knows, too 


econd sheets come neater, cleaner and clearer when they're Sea 
Foam. Try them once and you'll see why they're America’s No. One 
second street 


y 
T 


iW -tela slam lilo me i-laachiclal-s: 
Write for free samples Dept. T$-959 


BROWNVILLE PAPER COMPANY - BROWNVILLE, N.Y. 

















Rate 


How do you get a 
better job? 

Ask the girl who has one — 
THE 
EXECUTIVE 
SECRETARY 
Techniques for Success in a Secretarial Career 


By MARYLIN C. BURKE. The difference be- 
tween a stenographer and a secretary is ex- 
perience — and business schools can’t teach 
it! But you can reap its benefits as a top 
executive secretary tells you all the things 
she had to learn the hard way. Marylin C. 
Burke became an executive secretary when 
she was less than a year out of business 
school — and became an ex-executive secre- 
tary even faster! Why? Because she lacked 
the intangible skills essential to a top job — 
skills she had to learn through years of ex- 
perience. THE EXECUTIVE SECRETARY will 
teach you the fine points of business eti- 
quette and protocol, will help you master 
efficient practices and job-management tech- 
niques, develop a personality and an attitude 
that are assets. In short, it’s a practical, 
tried and true guide to everything from what 
to wear to how to get along with the boss’ 
wife! If you aspire to a satisfying, challeng- 
ing, well-paying job, ask your bookseller for 
THE EXECUTIVE SECRETARY — or mail the 
coupon today. 








To your bookseller or 

DOUBLEDAY & COMPANY, INC. 

Dept. 9-TD-9 Garden City, N. Y. 

Enclosed is (check), (money order) for $3.95 for 
which please send me THE EXECUTIVE SECRE- 
TARY by Marylin C. Burke. Should it fail to 
meet with my complete approval, I may return it, 


postpaid and in good condition, within ten days 
for a full refund 





LOSI ORES 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Address 





| 
| 
\ Name | 
| 
| 


| city a 








ASK THE EXPERTS 


(Continued from page 10) 





Q. Which form is correct in the following 
sentence: “The vagueness of the statement 
is more than likely the cause of you/your 


being unable to understand it.” 


A. The sentence that you quote con- 





tains a verbal noun ending in ing—being 
unable. Such verbal nouns are known as 
gerunds. 

When a noun or a pronoun denoting a 
person or an animate thing precedes a 
gerund, the noun or pronoun should be 
in the possessive form. Thus your should 
be used in the sentence you quote. Other 
illustrations: 

There was a report of the salesman’s 
being recalled. 

The dog’s barking awakened us. 





Q. The addresses on company letterheads 
occasionally differ from those on the accom- 
panying envelopes. Which address is pre- 


ferred for return correspondence? 


A. When answering a letter in which the 
address on the envelope differs from that 
on the company’s letterhead, use the in- 
formation on the envelope. 

This incongruity appears if some par- 
ticular change has been made in address 
between the time the letterhead was 
printed and the letter was written, such 
as the addition of a box number, ete. 


Q. When an entire sentence is enclosed 
within parentheses, does the period come 
inside or outside of the final parenthesis 
mark? For example: The above item will 
be charged to MO785. (This is a job num- 
ber for Pierce). 


A. In your sentence, the closing paren- 
thetical sentence is a complete sentence 
following a complete sentence. In such 
cases, the sentence preceding the paren- 
thetical matter closes with its own punc- 
tuation mark, the parenthetical matter 
opens with a capital and closes with its 
own punctuation mark inside the closing 
parenthesis mark, and no further punctu- 
ation follows the closing parenthesis 
mark. In other words, your sentence 
should have read: 

The above item will be charged to 
M0875. (This is a job number for 
Pierce.) 
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W EIGHT-GAINING 


(Continued from page 37) 





DINNER: hearts of lettuce, Russian 
dressing, noodle consomme, broiled hali- 
hut. lima beans. beets. bread and butter, 
tapioca, tea or coffee 
Third Day 

BREAKFAST: sweetened, stewed rhu- 
harb. corn flakes, 2 slices whole wheat 
toast. butter. tea or coffee 

LUNCH: fresh vegetable plate, poached 
egg, 2 slices buttered rye bread. straw- 
berries with 1 pitcher cream, 1 teaspoon 
ugar. tea or coffee 

DINNER: fresh fruit cup, baked ham 
haked sweet potato, spinach, 1 slice 
huttered bread, chocolate cake, tea or 
cotlee 
Fourth Day 

BREAKFAST: 8 ounce glass grapefruit 
uice. 2 scrambled eggs with milk and 
hutter. toast. butter. tea or coffee 

LUNCH: clear soup. vegetable salad, 
mayonnaise, 2 bran muffins, butter. pie, 1 
vlass whole milk 

DINNER: tomato bouillon. calf’s liver. 

strips bacon, fresh asparagus. holla- 
daise sauce, squash. bread and_ butter, 
ike. tea or coffee 
Fifth Day 

BREAKFAST: prune juice, oatmeal. soft- 
wiled egg, 2 slices rye toast, butter, tea 
ol collee 

LUNCH: cheese souffle, tomato salad, 
French dressing. 2 slices whole wheat 
bread, butter, grapes, tea or coffee 

DINNER: clam chowder. baked salmon, 
egg sauce, string beans. stewed tomatoes, 

slice rve bread, butter, cake, tea or 
cotlee 
Sixth Day 

BREAKFAST: applesauce, 4 strips bacon, 
egg. 2 slices whole wheat toast, butter, 
tea or coffee 

LUNCH: cream soup, vegetable salad, 
mayonnaise, 2 rolls, butter, baked apple 

th small pitcher heavy cream, tea or 
oe 

DINNER: carrot fingers. celery hearts, 
cream soup. broiled chopped steak, new 
cabbage, au gratin potato. rye bread, 
butter, fruit cup, cookies. tea or coflee 
Seventh Day 

BREAKFAST 


\4 grapefruit, 2 egg ome- 


lette (made wen 14 cup minced ham, 


milk. butter), 2 slices whole wheat toast, 
butter, tea or coffee. 

Li NCH: mixed green salad bowl. 
French dressing, 4 or 5 shrimps, tea or 
coffee 

DINNER: tomato salad and mayonnaise, 
boiled potato, butter, parsley, 


| 


4 broiled 
icken, cauliflower, roll and butter, ice 


cream, cookies 


Ne f } 
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“KID-GLOVE NEAT” 


NEW Pressure-Sensitive 


ford 
DRI-LABELS 


for file folder headings 
and all labelling uses! 


; The touch of a finger sticks a , 
new Oxford Dri-Label to any sur- 


‘noe ... Without moistening. 






Dri-Labels roll right from the 
box into the typewriter. 







5 
<A 


eliminates 


Margins are indexed for l, 
~ oO line typing 
—_. guesswork. 


5 Standardized 3's" label fits 1/3, 4 
y 2/5 or 1/2 cut file tabs. 
> 


or 








Available in all white or colors 
to match all popular filing 
systems. 
















Oxford Filing Supply Co. Inc. 


Garden City, New York 











In Canada 
Luckett Distributors, Ltd. 







Oxrforet. ——e 
pRi® LABELS 
Orman ecrtror 


venad 

arts 
<a extra tor 
sust seady tor Ne 






IN ROLLS 








PRESSURE- SENSITIVE, 


4 Regular $1.25 box of Dri-Labels 
XTOC l 6 








available without cost! 
Send request on 
your company letterhead to: 


OXFORD FILING SUPPLY CO., INC. 
14-9 Clinton Road, Garden City, N. Y. 


L FIRST 
NAME 
IN FILING 
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| For Smart Secretaries : a 
CONTROLLED 

= SPEED = | 
=ERASING= 
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No more jitters—very minimum time-out 
now, in erasing. Erasing you control com- 
pletely. So accurate. Cleanest. Fastest. Mod- 
ern Graypoints, balanced in size and shape, 
pointed in luxury-textured rubber, bring 
you definite work-saving pleasure, positive 
pride in your erasing, praise from the exec- 


utive you type for. 


No. 3650 

GRAYPOINT WHISK > 
Hexagonal, wood-case 
eraser with quality gray 
rubber core fits comfort- 
ably in the hand. Attached 
brush whisks away eraser 
crumbs. Won’‘t roll off 
desks. Easily repointed in 
any pencil sharpener or 
with knife. (No. 365 GRAY- 
POINT, same eraser with- 
out brush) 


4 No. 378 GRAYPOINT 


This paper-wrapped eras- 
er with the pull string for 
easy repointing, can be 
repointed right at the 
desk. Same quality gray 
rubber as No. 3650 GRAY- 
POINT WHISK. 


Ask Your Office Manager 
or Stationer for Pencil-like, 
Easy-to-hold, Easy-to-point 
WELDON ROBERTS 
GRAYPOINT ERASERS 


The Modern Erasers 
for Modern Secretaries 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Ave. 
Newark 7, N.J. 


World’s Foremost 
Eraser Specialists 
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(Continued from page 32) 





Are You the Type of Person Who Should 
Buy Stocks? 


Some people, they say, are just not 
psychologically equipped to buy stocks. 
There is, for example, the gambling man. 
Once started, he'll trade the family 
roof for another plunge in the market 
any day. If he wins, fine. If he loses— 
it can get awfully drafty living that way. 

The worrier - is 
should stay away from the market. If a 
point’s difference up or down spells in- 
flation or depression to him, he'd be 
much happier with his money in the 


bank. 


semble a human seesaw so much. 


At least that way, he won't re- 


The indecisive type, the man or girl 
whose theme song is the “Hesitation 
Waltz,” can still invest in stocks. Not 
individually, but with an investment club 
composed of his or her own friends. 
Watching the ups and downs of stock for 
a few weeks—without investing—might 
stir up their collective courage. Then 
too, each will have the moral support of 
the others, and the advice of the broker 
they choose. Final decisions will be 
made by a democratic process. so that 
praise and blame can be shared as equal- 
ly as profit and loss. Each member con- 
tributes a set amount, usually ten dol- 
lars. This minimizes the individual loss 
—another help for the indecisive type. 

If you're not one of these types. if you 
have money you can afford to risk, a 
reason for buying shares, and a brain 
you aren't afraid to use, the stock market 
could be an excellent investment for you. 
But remember, if you expect to wake up 
a millionaire overnight with no risk in- 
volved, you're selecting the wrong busi- 
ness. 


Go back to bed and dream some more. 





TERMS. 


(Continued from page 32) 





Preferred Stock. A class of stock with a 
claim on the company’s earnings before 
payment can be made on the common 
stock. Usually receives dividends at a set 
rate despite profit or loss. No vote in 
company management. 

Securities are stocks and bonds. 

Split. The division of outstanding shares 
of a corporation into a larger number of 
shares. 

Stop Order. An order to buy or sell as 
soon as the market price reaches what 
the customer has specified to his broker. 


another type who - 











BOSTON CHAMPION 


4 decorative colors; 
blue—green—sandtone— gray 


The finest in convenience! Boston 
Champion portable pencil sharp- 
eners save time... 
build efficiency. 

Order today from 
your local stationer. 


g 
BOSTON 


C. HOWARD HUNT PEN CO., CAMDEN 1, NJ. 
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WANT A COPY? 

THE GREGG SCRAPBOOK brings 
you 62 pages of wit and wisdom that 
have been reproduced in shorthand 
and are easily read by anyone who has 
completed Chapter V in the Manual. 

THE GREGG SCRAPBOOK brings 
you 100 short stories in shorthand, 
many illustrated. You'll get a chuckle 
out of the easy-to-read anecdotes. 

Get your copy today by filling in 
and mailing the attached coupon with 
a remittance of 25 cents, postpaid. 


TODAY’S SECRETARY 
330 West 42 Street 
New York 36, New York 

Enclosed is 25 cents for a copy of THE 
GREGG SCRAPBOOK to be sent to the fol- 
lowing address: 


Name 
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(Continued from page 51) 


can weave her way through the slow 
motions of the traditional dances. For 
, complete change she took lessons in 
the fiery flamenco of Spain. Violin les 
sons were part of her curriculum, too. 
hut she gave them up “when the teacher 
moved . . . | hadnt made too much 
progress in six years anyway.” 

What of the future? In June. 1960. 
\kiko will graduate with a degree in 
secretarial studies. Then she’s hoping to 
lake a United 
States to get a really good idea of what 
like. After that a 
New York. South 


(America, or Tokyo depends on her fa- 


long trip through the 


this country is really 


ob . . . whether in 


thers business. 


Marriage? Of course—to someone of 


whom her family approves. While it’s 
true that the old customs are slowly 
changing. families still take part in ar- 


ranging marriages. A prospective hus- 
band’s background and prospects must 
he fully investigated before approval 
can be given. 

Iwo worlds meet and join as a young 


Japanese girl learns about life. 





WHERE TO BUY 
Fashions shown in this issue may be found 
it the following stores: 
Nardis of Dallas sepa 
Franklin New 


Antonio: Charles Stev- 


Pages 33 and 34: 


rates and dress. Simon’s, 
York: Joske’s. san 


ens, Chicago. 


Pages 34 and 35: R & K Originals. Fi- 
Boston: Bloomingdale's, New York; 


Charles Stevens, Chicago: R. E. 


\ orth. 


lene’s, 


Cox. Fort 


Page 35: Weber and Frank dress. Frank- 
lin Simon’s, New York: Marshall Field, Chi- 
cago; J. Magnin, San Francisco. 

Page 35: Ship ‘n Shore blouses. Altman’s, 
New York; The Fair, Chicago: Broadway, 


Los Angeles; Foley Brothers, Houston. 





(Key to project on page 48) 


LETTER 1 
Line 1 
numbers that begin a sentence): line 7 
line 8 
no hyphen in old 


spell out 65 (always spell out 


Massachusetts, spell out Co.: care 
free (one word): line 9 
age unless used as a one-thought modifier, as 
old-age pensions; line 10—assure; line 12— 
comma after fact: line 13—fi-nance: line 14 

the name of the booklet should be set off by 
commas; line 17 


financial; line 21—post- 


ige-paid card (one-thought modifier ) 


LETTER 2 


Line 1—no comma needed after winter; 
li 3—no comma after us: line 5—begin- 
ning: line 6—pour (pore is either a noun 


ine 


aning a minute opening or a verb mean- 
to study); line 10—preference: line 11 
iccommodations (if you missed this one, 
deserve a penalty—write the word 100 
'); line 12—past; line 13 
14—convenience (also write this word 
\00 Umes if you didn’t catch it) 


changes; 


mber, 1959 





here JUST ISN'T 
any substitute for 


9 


Old Town 


" 


The Superior, NEW 
ALL-PURPOSE CARBON PAPER 


with every advantage 


for executives and secretaries 


OLD TOWN CORPORATION 


750 Pacific Street, Brooklyn 38, N.Y 











Safety: Insurance for Your 
Costly Office Machines with 


TIFFANY STANDS 





MODEL 
5000 


Greatest ALL PURPOSE, 
completely safe Stand 
for costly office ma- 
chines. Adjustable open 
top... noise-escape 
hatch. Castings cover 


, 
| i 
retractable casters; 5 
anchor firmly on floor. é 








VIBRATION 
FREE RIGID- 
ITY. Square, 
tubular legs. 
Adjustable, 
one piece, 
open top... 
noise - escape 


hatch. 





For further information 


write Dept. T.S. wy 


8) 
TIFFANY STAND CO. 


7350 Forsyth St.Louis 5,Mo 


















ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pep. 159 


2607 North 25th Ave. ® Franklin Park, Hil. 
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{] SPECIAL DIET FOR FAT STOMACHS 
AND THICK WAISTLINES— 
If it's your stomach and waistline that’s bothering 
you, here's your diet! ; 25¢ 
[|] HIGH PROTEIN DIET FOR WOMEN 
PAST 35— 
Excellent healthful diet for people of ALL AGES! 
Combines plenty-to-eat with rapid weight loss! 
Very popular! . 25¢ 
CL) ‘SECRETS’ TO SPEED REDUCING— 
Important ‘‘little things’’ discovered in 18 years 
reducing thousands 25¢ 
-) 2-DAY ‘‘JOLT-OFF-POUNDS*’ DIET— 
If you need to lose a few pounds quickly, 
this diet will do sit! Also recommended 
for weight-standstills 25¢ 
(} SHRINK YOUR STOMACH DIET— 
Shrinks stomach, gets appetite under control, 
tells you how to lose the first few pounds 
quickly, safely! 25¢ 


[] WHY BE HUNGRY? EAT ALL YOU WANT 
of foods listed in this booklet. Get as slim as 
you want .. . and stay slim! 25¢ 
{] POUND A DAY ‘‘MIRACLE DIET’ — 
An infallible diet that insures the loss of at 
least a pound a day! Can be _ repeated 
3 days each month! 25¢ 


[] DEHYDRATION DIET FOR THOSE 
WHO CRAVE SWEETS— 
The fastest and most pleasant of all! Helps 
fight your worst enemy! 25¢ 


No orders under $1. 


| am enclosing 


please send them to me for only $3. 
Name 


Address 





FAT GIRLS’ 


Tested practical ways to take off fat, rushed by 


Any 5 mailed to you for only $1, postpaid. Any 10 for only $2, postpaid. ALL 16 for only $3, postpaid. 


MONEY-BACK GUARANTEE 
GIVEN Weight and Height Chart PLUS Measurement Chart! 
RUTH PFAHLER, Dept. 6503, Decatur, Il. 


, If | have checked FIVE items, please send them to me for $i. If | have 
checked TEN items, please send them to me for only $2 


DIET 


return mail in plain wrapper at special prices 


[] HIGH PROTEIN PEP AND ENERGY DIET— 
lets you eot more and these foods protect your 
health and keep up your energy 25¢ 


r 


() THE FAMOUS RICE DIET— 

Frequently prescribed by physicians for Hyper- 
tension (High Blood Pressure) also excellent 
for people who want to lose a few pounds 


F-A-S-T! 25¢ 
oO SPECIAL DIET FOR FAT HIPS AND 

THIGHS— 

If your weight is below the waist, this diet 

will slim you! 25¢ 


_) FAMOUS BANANA DIET— 
World renowned medical hospital diet, very 
filling, satisfying, easy to follow, takes weight 
off rapidly 25¢ 


—] SLIM FAST IN 9 DAYS!—__ 
If you have 9 pounds to lose, this will do it! 
A fast start for 90! 25¢ 
[] 18 DAY 18 POUND DIET— 


This diet insures the safe loss of considerable 
poundage in only 18 days .° 25¢ 


(] HOW TO STAY THIN AFTER LOSING 
FAT— 


Getting thin is one thing—staying thin another! 


This tells how! 25¢ 
] 7 DAY, 7 POUND DIET— 
Follow this, lose 7 Ibs. in 1 week 25¢ 


have checked ALL SIXTEEN items, 











785 
MONEY-MAKERS 


= |e 


GET FREE 56 PAGE CATALOG 
of Best Sellers to Help You 


EARN EXTRA CASH! 


Our biggest, most fabulous collection ever 
presented! Outstanding items that sell on 
sight! Put this money-making catalog to 
work for you. No 
investment neces- 
sary. No obligation. 
No experience need- 
ed. Write for excit- 
ing details and out- 
standing 56 page 
catalog of 785 mon- 
ey-makers today! 


CLIP and MAIL 














Glamorous -% 
Exotic Imports 
Household Gadgets 
Sensational Toys 
Christmas Cards 
Salt & Pepper Sets 
Beautiful Jewelry 
Notes & Stationery 
Religious Gifts 
Stunning Ceramics 




















i --- 
' NORTH ST AR 9-683, Finch Building ! 
7 St. Paul 1, Minnesota : 
1 Yes! Rush money-making catalog and details! rT 
t ' 
1 Name ! 
i ' 
1 Address ! 
; City_ State : 
i Zone 1 
eee ee ee ee ee ee eee eee ee ee eh 
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oma AN ALD Le 
Brand NEW Opportunity To Make 


EXTRA MONEY 


In Your Spare Time 
FOR YOU - FOR YOUR CLUB 


Masterpieces 
OS eVANS 





Just show these fabulously beautiful 
personalized CHRISTMAS CARDS 


Here's a glorious way to make that extra money 
for you or your organization. Now you can show 
the ultimate in beautiful Christmas cards, original 
creations that will delight even the most discrimi- 
nating friend. Every card in this Evans Masterpiece 
selection is distinguished in its own right. They 
come in a handsome album which lets your 
customer know, as soon as you open the book, 
that here is something really precious. 


BE FIRST TO OFFER THIS 
OUTSTANDING PRESTIGE LINE 


Teday — right now — write for the exciting 
FREE album and complete details, including 
Fund Raising Plan fer organizations. By being 
first in your area to show these magnificent 
cards, you reap the first rich rewards. Write to: 


EVANS MASTERPIECES 


New England Art Publishers, North Abington 975, Mass. 








EXPERIENCE 


(Continued from page 38) 





be like and what it actually in- 

volved. 

Working conditions and com- 
pany regulations. 

Beginners’ pay and other em- 
ployee benefits. 

Opportunities to learn more and 
advance within the company. 

The attitude of older employees 
—and your boss—toward summer 
job-holders. 

Whether you would like to re- 
turn to that particular type of work. 

What it taught you about your- 
self and the areas on which you 
should concentrate in school. 

If a program like this cannot be 
worked out for a general or special assem- 
bly. perhaps it can be done in the form of 
written reports by each student. These 
could be mimeographed and distributed 
not only to classmates but to parents and 
the business community as a “student’s- 
eye view service, 

2. Career Day Program: If your 
school does not already have one on its 
annual agenda, suggest that you help 
your teachers plan and execute a Career 
Day Program. This offers more opportu- 
nities for: contacts with community busi- 
ness and professional people; devising in- 
Vitations, announcements, and programs 
to be distributed; planning the schedule 
of events and facilities; reporting to fel- 
low students via the school newspaper: 
working as a team with business teachers, 
guidance counselors, and other members 
of the faculty. 

Schools like the Arts High School, New- 
ark, New Jersey, have worked it out to a 
science over a period of years. Student 
committees help in the preliminary plan- 
ning, do much of the actual “leg-work” 
involved, and share completely in the 
annual Career Day Program involving 
some six hundred students and approxi- 
mately fifty guest speakers. 

3. Business Fair: This can be an ex- 
citing project for your school and one on 
which you can enlist the aid of many local 
business firms. Try to round up old type- 
writers. adding machines, calculators, 
roll-top desks, and other office equipment 
to form a “Then and Now” theme. A 
special “Office of Yesteryear” could be 
manned by boys and girls in turn-of-the- 
century costumes with a student camera- 
bug to snap pictures of visitors as souve- 
nirs. Find out if the big office equipment 
people or local stationers would demon- 
strate new models of the latest equipment 


and supplies. (Continued on page 70) 
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KP MADE EZ when you do your peeling 
with an automatic potato and vegetable 
peeler. Attach to any water faucet: 
gadget finest layer of skin, 
washes pulverized peels down the drain. 
No blades, no motor; 


removes 


handles two pounds 


in one minute. A must at $5.95: from 
James W. Durham, Dept. TS-4, 2439 
Lauretta Ave.. Baltimore 23, Md. 





THE BEST IN VIEW, these wafer-thin 
opera glasses with center-focus coated 
lens. Theatre and sport enthusiasts can 


now have front row peeks from balcony 


seats. Comes in assorted colors, hand- 
somely brocaded and chrome plated. A 
mere $2.99. From Adventure Sales Co.. 
Dept. TS, Box 2133, San Diego 12, Calif. 





FOR A FIRM GRASP ON YOUR GLASS, 
this plastic coaster handle. Fits any 12- 
ounce can; handle adjusts to accommo- 
date most glasses. Ideal for patio, picnic, 
ind parties—kids love them. 
er carton at $2.50: two cartons, $4.50. 
From J. D. Burns Co., Dept. 85, Box 
12056, Los Angeles 42, Calif. 


Four colors 
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moken: 


Panel Embossed 


WALLET 


PHOTOS 
ae oS FOR ONLY 







We poy potent pay postage — 
no other charges 


NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 


















tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


BOX 10 - NEW YORK I, N. Y. 








FOTO PLUS 


















a day at home. Costs little. 
Write TODAY! 





LETTER SCALE—$1.50 ppd. 


—"S ENGLISH you'sxcxe 


Know exact postage. 
have helped thousands of men and women Pocket scale accurately 
who have not had college training in English weighs letters up to two % 
to become effective speakers, writers, and conver- ounces. Letter held by ‘ 
sationalists. With my new C.l. METHOD you can clip, & weight read on ’ - 
stop making mistakes, build up your vocabulary, calibrated scale. Pouch & | 
speed up your reading, develop writing skill, learn simple rate chart includ- 


ed. Satsf. guaranteed. 


SUMAC INDUSTRIES 
P.O. Box 262 @ Orinda, Cal. 


the “secrets” of conversation. Takes only 15 minutes 
32-page booklet mailed FREE. 
m Bolander, Career Institute, 


Dept. E-1459, 30 E. Adams St., Chicago 3, Ill. 





















Try this wonderful 
new way to correct 


typing errors: 2 


JUST PAINT ON...TYPE. 
OVER! WON'T CHIP, 
CRACK OR PEEL. 





OLDE COLONY MATCH SAFE 


Kitchen match box takes on new 
charm when it’s encased in this dec- 
orative ‘safe’. Burnished yellow-gold, 
antiqued in honey brown. Hand- 
painted, hand-rubbed beauty for kitch- 


/ TRIAL KIT 
‘ONLY 
$]00 


en, den, family room. Choose from 
Federal Eagle and Shield design 
shown, or gay green Christmas tree 
design. 

At your stationery or art supply store... Only $2.00, postage prepaid 


or send $1.00 for Introductory Kit 


Write today for our catalogue of ex- 
citing gifts! 


Thomas-Young 
Dept. TS9-9, 30 W. Lockwood Ave. 
Webster Groves 19, Missouri 






LITHO-ART PRODUCTS, 


3401 Janssen Ave 


Inc. 
Chicago 13 



































cPs PLS 
Professional prestige, new career, top job, pro- Fa 
motion & greater earnings are yours with cov- 
eted Certified Professional Secretary or Profes- 
sional Legal Secretary designation. Our original 
& unique courses, tests & guidance, used in 47 
states since 1953 can help you, too. Write today 
for free brochure. Business Research Associates, 
Inc., P.O. Box 7093, Long Beach 7, California. 


into DOLLARS! 


; 
7 
NEW songwriters, poets share $33 millions § 
yearly. Songs Composed, PUBLISHED, 
romoted 


Appraisal, info FREE fron 


Pp 
| in NORDYKE Music Publishers 
ea 6000 Sunset, HOLLYWOOD 28B, Calif 


svstsheddbithebiovesertrenencesests:cresteneerere-« 




















Se a a ee ee 


: The Book 
No Publisher 
Could Print! 


a must for every 





( 


> DY 


woman who cares... 


As personal as your own diary, “YOU PER- 
SONALLY™ is literally that . . . a book of 
authoritative text and illustrations compiled by 
our staff of beauty and fashion experts for 
YOU ALONE in direct answer to YOUR needs 
Chapter upen chapter devoted to YOUR make- 
up-YOUR hair-YOUR figure-YOUR ward- 
robe—YOUR personality, ete.—a complete in- 
struction book that shows you how to use every 
detail of your being to its greatest advantage 
Because every copy IS individually prepared, 
“YOU PERSONALLY” can never be pub- 
lished. We alone can compile this invaluable 
book about YOU. For detailed brochure and 
your personal chart, write—at no obligation, 
of course. 


You Personally 


755 Boylston Street, Dept. |, Boston 16, Mass. 
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See-thru VIEW CHESTS 


End PN alll 
Closet / 
Clutter, 


Forever! 


You'll love these compact, dustproof 
visible chests for storing shoes, accessories, 
hosiery, lingerie, knick-knacks! Each unit 
has a roomy 12” x 64" x 3%" drawer. 
Frames interlock with patented device to 
form a smart, rigid, see-thru chest. Choice 
of pink, blue, opaque white or crystal 
plastic frames with transparent inner 
drawers. Satisfaction guaranteed. 


Postage prepaid. Send 3 for $595 
check or m.o. (No C.0.D.) i‘ ‘ 
State color wanted. Add’! units 
Add 4g sales tax in Calif. $2.00 each 


CLIFFMORE, INC. Box 5411-A, Pasadena, Calif. 














IVEN TO YOUR GROUP 


FOR SELLING 
CHRISTMAS CARDS 


99 OR 75-CUP 


WEST BEND 
COFFEE PERCOLATOR 


Fully Automatic! Just fill with 
cold water and coffee... 
perks delicious coffee auto- 
matically, And it's FREE, 
just for selling Deluxe 
Christmas Cards. Sell 50 
boxes for the 55-cup size, 
60 boxes for 75-cup size. 
Easy, fun! No money in 
advance, cards sent on 
credit. No hidden expenses, 
shipping charges prepaid. 
Send name, address and 
organization name today 
for details and 2 boxes of 
cards on approval. 


Holiday Company Bitora va 












crauist ancH 
Hawai, ovet ® Europ 

sxi Resort s 
NASSay HONEYMOON 


Any vacation 
you want— 


fully paid for! 


Even on a small budget, you can take any vaca- 
cion you want when you are a member of the WORLD 
TRAVELERS SAVINGS CLUB. Your de luxe vacation 
is paid for in advance .. no debt to pay after you get 
home. 

Club members get these extra benefits: 
1. Complete foreign and domestic travel informa- 
tion and help. 
2. All details are handled for you, whether you 
prefer group tours or individual travel. 

Take the first step toward the vacation of your 
dreams by writing co WORLD TRAVELERS today 
Complete details will be sent without obligation. 


World Travelers, Inc. 







P. O. Box 1992 Colorado Springs 3, Colorado 








Engraved Brass Desk-n-Door Markers 


Permanent, distinctive beauty—your name 
(or a friend’s) engraved in heavy plate of 
solid brass, 7” x 1”, Engraving is black-filled. 
Door style has special stick-on backing; grips 
any clean surface, Desk style has solid wal- 
nut base 844” x 2”. Any wording up to 20 let- 
ters and numbers per line; choice of 1 or«2 
lines. Shipped within 48 hrs. Satisfaction 
guaranteed or money back. Door style $2.95 
postpaid; desk style $3.95 ppd. Spear Engineer- 
ing Co., 278 Spear Bidg., Colorado Springs, Colo. 
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Fluffy Poodle *n Pups 


have aluminum-fiecked white Chenille fur. 
Sophisticated Mater poodle keeps Fido 'n 
Fuzzy on a gleaming collar chain. Movable 
eyes. Mater is 9” high. $2.00 postage paid. 
For Free catalog, write ADRIANE, Inc., 
9-941 Finch Bidg., St. Paul 1, Minn. 














SOAPY BUT NOT SLOPPY. Your magnetic 
soap holder suspends bar from non-rust 
magnet for fast. complete drying. No 
more wasting the wet outer coat in messy 
soap dishes. Comes in white, ivory, pink, 
blue, green, yellow, or black plastic for 
$1. From M & F Distributors, Dept. T3, 
717 S. E. Main St., Portland 14, Ore. 





VIVE LA FRENCH BASKET. A flick of the 
wrist and your basket twists, turns, and 
bends to form dozens of shapes with as 
many uses: cookie pedestal. casserole 
server, floral centerpiece, lady’s hand- 
bag. etc. You name it. . 


. then you make 
it. Made of metal wire with plastic han- 
dles and hinges. A mere $3.05. From 
Young's, Dept. TS, 1487 Burlingame 
Ave.. Burlingame, Calif. 
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SERV-IT broils, roasts. and serves all on 

the same aluminum platter. Just snap 
| en plastic handles and carry to the ta 
ble. Wind-proof lattice-work stand uses 
warming candles to keep food 
hot. Measures 20 by 13 by 4 inches 
Yours for $13.95. from R. H. 


ppd. : 


Fisher & Co.. Dept. TS, 117 W. 21 St., 
Norfolk, Va. 





t 
0 
y 
1 
7 
ON-THE-CUFF COMMENT: personalized 
iff links for men and women. “Life 
time-etch” process re produc es signatures, 
yusiness cards, organization emblems, 
ete., on satin-silver or gold-plate finish. 
Satin-finish links, $8.95: gold-plate, $9.95. 
Send signature or item to be duplic ated 
to Empire Products. Dept. 91, 1401 N. 
Elston St.. Chicago 22. Ill 
. 
1 





MONTH. If 
tomes are top heavy, these lovely cathe 
dral-design book ends will keep them 
in their place. Open-work motif avail 


BOOK ENDS OF THE your 


able in solid brass at $7.95 a pair or 
black iron at $3.95. Measure 6 by 3% 
inches. Write to Yankee Imports, Dept. 
22. Ipswich, Mass. 





September, 1959 











Beaatifd WALLET PHOTOS 
Ad 


tage 


60 for $2.00 




















2%” x 3%” genuine 
photos for job applica- 
tions. Made from any 
photo on silk finish pa- 
per. Send pictures, 25 
for $1.25 plus FREE 
5” x 7” enlargement 
(60 for $2.25). 







Satisfaction Guaranteed 


ROY PHOTO SERVICE 


Dept. 113, GPO Box 644, N.Y. I, N.Y. 














SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














1000 Name & 
Address Labels $1 


ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX. Use 
woks, cards, « 


them on stationery. t te 

only $1. pod. SPECIAI AVE 

MONEY DIFFERENT 

ORDERS 8&2 Satisfe i a mm 

ed! Handy Labels. 923 Jasnersor 

ae ee «6Ride., Culver City 1 California 





ARE YOU 
A BORE? 


A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can 
pay you real dividends in both so- 
cial and business advancement and 
works like magic to give you added 
poise, self confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
tions, or even in casual conversa- 
tions with new acquaintances, there 
are ways in which you can make 
a - impression every time you 
talk. 

To acquaint the readers of this 
book with the easy-to-follow rules 
for developing skill in everyday con- 
versation, the publishers have 
printed full details of their interest- 
ing self-training method in a 24- 
page booklet, “Adventures in Con- 
versation,” which will be mailed 
free to anyone who requests it. No 
obligation. Simply send your re- 
quest to: Conversation Studies, 835 
Diversey Parkway, Dept. 2826, Chi- 
cago 14, Ill. A postcard will do. 








(AGIARTSM 


THE COPYRIGHT LAWS OF 
THE UNITED STATES (Con- 
densed) ARE FREE TO YOU 
UPON YOUR REQUEST. 
A “must” for authors and writers, 
playwrights, publishers, lecturers, 
songwriters, etc. Published in the 
interests of an informed America 
by this agency. No obligation! 
Write today! Entirely free! 
LITERARY AGENT MEAD 


Dept. TS, 915 Broadway, N. Y. 10, N. Y. 





TAKE A LETTER! | 


PP , 7? 
SAL Le 






e yourself or your favorite gir 
vely gift of this unust 
accurate mir 


M'ss Secretary: l’ica 
t : o 


riend wit 





Charm Bracelet of twelve 
r Charms include mo 


secretary's pro { o vable per 
cil sharpener ure chair that really swivels. type 
writer ile ibine desk telephone time clock 
staple ndiding machine eraser water cooler and 


>» Swiss cheese sandwich an 


): In Hamilltor 


Gole n $10.95 


Gift Boxed, Postpaid (Fed. Tax Inc! 
ish $4.08 in Sterling Sliver 

14K Solid Gole i 8129.00 

Money-back Guarantee. Send check or m.o. Individual 

harms iv F in terling Silver and 14K Gold 

Write for price list and our FREE Illustrated Profes 

ional Gif Catalog 

PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 95-S, New York 10, N. Y. 

















HANDMADE IMPORTED SHOES 


Hand-tooled leather shoes, come with cushioned air 
foam inner sole and are leather lined. Extremely 
comfortable and durable. Imported from Mexico 
Natural color only. Shoes are true to U.S. sizes, 4 
to 10, medium width only. Satisfaction guaranteed 


SAVE MONEY 


Direct from importer price $8.95 plus 50¢ postage 
C.0.D.s accepted. Order wedge or ballerina. Free 
catalog of Mexican Imports: purses, jewelry, foods, 
gifts, etc. 


NORTHERN IMPORT CO. 











124 W. Upton St., Dept. T-172, Reed City, Michigan 











SHEETS, TOASTERS, 
TOWELS, MIXERS etc. 
GIVEN TO YOU FREE! 


Thousands of famous prod- 








Popular Club T jan ucts to choose from — furni- 
1 ete: oT ture, fashions, silverware, 
eee 7 china, draperies, etc. You 
get $50.00 and more in 

merchandise just by being 


Secretary of a Popular Club 
ou help your friends form 
t's easy! It’s fun! Nothing 
to sell, nothing to buy. Write 
today: Popular Club Plan, 
Dept.T947, Lynbrook, N. Y. 
= ee ee eS ee 

Popular Club Plan, Dept. 1947 , Lynbrook, N.Y. | 

Send Big FREE 276-Page FULL-COLOR Catalog | 
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a 29¢ Ball Pen 


at, Wrote 
Steadily 7 


forover # 


6 MILES/ 


(32,222 FEET) 





... without smudging! smearing! 
blotting, clogging! * 


— General’s new——_ 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you’ve been 
reading about... the most economi- 
cal all-around ball pen you can buy 
— with the highest quality ink 
cartridge ... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND — it’s available with 
an eraser—at no extra cost! 








How Much Would it Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance ... true writing comfort 
... low, low cost —all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 

Extra-long barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 

@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today on your 
letterhead for FREE SAMPLES! 


“From the findings of the 
New York Testing Laboratories 


ENERAL 


PENCIL COMPANY 
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(Continued from page 66) 

4. School Employment Bureau: 
Discuss with your teacher the possibility 
of setting up an employment bureau to 
keep in touch with local businessmen. 
Find out where and how they can use stu- 
dents after school, on Saturdays, and dur- 
ing short or long vacations. Once the idea 
gains faculty approval, work up a list 
of likely prospects, compose a good an- 
nouncement letter, and do a general mail- 
ing. Get out a mimeographed “talent 
sheet” listing the types of jobs students 
have held, their qualifications, their pref- 
erences, and their available hours. By 
charging a small registration fee for each 
student who is qualified to work, plus a 
commission on each job obtained, you 
would get the money necessary for sta- 
tionery and postage. 

5. Publie Stenographers’ Service: 
Out of the employment bureau might 
possibly come a school service to handle 
special mailings for local businessmen, 
tvping of form letters, addressing of en- 
velopes, and so on, in after-school hours. 
The services might include pick-up and 
delivery of work within the school area. 

6. Odd-Job Service. This one is a 

natural for ambitious, energy-filled stu- 
dents who already have a good knowledge 
of home-centered jobs. You could organ- 
ize baby-sitters, lawn-mowers, window- 
washers, party clean-up squads, Saturday 
supermarket shoppers, laundry and dry- 
cleaning toters—the list of chores to help 
harried housewives is endless. Essential- 
ly. each of these services requires the 
same kind of teamwork and planning, 
whether your fellow students are seeking 
office work or odd jobs. 
7. “Volunteens” Club: If none of 
these plans can be adapted to your school 
situation, perhaps you can form a “Volun- 
teens” club, whose services could be pub- 
licized and made available to the whole 
community. /ngenue magazine reports 
that thousands of students are giving their 
time to hospitals, churches, libraries, city 
parks, childrens’ homes, and social service 
organizations of all sorts. They are carry- 
ing trays and washing dishes, reading to 
patients and telling stories to children, 
helping with Sunday school classes, check- 
ing out library books, doing office work, 
and performing countless other tasks that 
need doing and often have no one to do 
them. 

We have already mentioned the fact 
that your school faculty and parents 
should be informed of any such contem- 
plated programs to secure not only their 
approval, but also their invaluable help. 
In addition, there are a number of com- 
munity organizations which can help. 


A. Local chapters of: the National Sec- 
retaries Association, the National Associ- 
ation of Legal Secretaries, Executives’ 
Secretaries, Inc., or the National Associa- 
tion of Educational Secretaries. Any and 
all of these groups will be delighted to 
be consulted, either for help in planning 
a Career Day Program or for suggestions 
on setting up your employment bureau 
activities. 

B. Chamber of Commerce: This is an 
organization composed of the very busi- 
nessmen you are seeking to serve. If they 
are convinced of your sincerity and abil- 
ity, they Will provide contacts, sugges- 
tions, and invaluable background material 
on many local businesses. 

C. Lions, Rotary, Kiwanis, Elks: Here 
again are organizations of men who, as 
businessmen and parents, have a great 
interest in what is going on in our schools. 
They have had wide experience in con- 
ceiving, planning, and carrying through 
all sorts of projects. 

D. The P.T.A.: Telling your parents 
individually is one way to spread the 
news, but an even better one would be 
through the high school P.T.A. group. If 
some of your eloquent and informed stu- 
dent speakers can make a good presenta- 
tion, you will win not only their whole- 
hearted approval, but just possibly some 
concrete financial assistance. 

FE. The local newspaper: Getting pub- 
licity is half the battle in establishing 
any new endeavor. When you have your 
program organized and in good shape, 
contact the editor of your local newspaper 
to see if he would be interested in doing 
a story on your activities. Give him full 
details, invite him to visit the school to 
see your project in action. And be sure to 
suggest that he send a reporter and pho- 
tographer around on Career Day or Busi- 
ness Fair Day. 

Naturally, these extra-curricular proj- 
ects must be kept in line with your aca- 
demic program. They should not keep 
you so busy or tired that you have no time 
for studies. But worked out with the co- 
operation of your teachers and parents. 
they should provide you with a good deal 
of contact with the business world all dur- 
ing the school year. They will give you 
an opportunity to learn a great deal more 
about the needs of the businessmen in 
your community and, even more impor- 
tant, give them a chance to become 
acquainted with what your school has to 
offer in the way of talented and ambitious 
students. 

All of these activities will prepare you 
for an even better job next summer—one 
with more responsibility, more challenge, 
and more opportunity. 
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Your secretarial success is 


FREE opportunity bulletin T-1 TODAY! i 
Alabama i 


Birmingham 3, 





CALIFORNIA 








CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 


Serving the Valley Since 1891 


Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 
Cc. S$. BOWLBY, PRESIDENT 

















PRUITT COLLEGE OF BUSINESS 
| — L. PRUITT, SR., President 
| Typewriting Course in 6 Weeks 
| COMPTOMETER—IBM (Electric Hh pleaamnel 
YPING—BUSINESS ENGL 
BOOKKEEPING—CIVIL SERVICE TRAINING 
OFFICE MACHINES—GREGG—MATHEMATICS 
ORIENTATION—FILING AND SECRETARIAL 
PRACTICE 
513512 West Adams Bivd. 
Los Angeles 16, Calif. 


Off. WE 4.7480 
| Res. WE 4-7480 














Medical Secretarial Training 


Exclusively 
ZWEEGMAN SCHOOL | 
FOR 


MEDICAL SECRETARIES | 
Approved by the 
San Francisco Medical Society 
1441 Van Ness Avenue, San Francisco 9, Calif. | 








FLORIDA 








Take your business training in Florida 
It doesn’t cost any more 
Buildings and Campus on beautiful Lake Wire 
Dormitory Facilities Accredited 
Write for free bulletin 
LAKELAND BUSINESS INSTITUTE 
401 W. Peachtree Street Lakeland, Florida 











CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 





Approved by National Shorthand Reporters Ass’n 
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GEM CITY | 
BUSINESS | 
/ COLLEGE | 
/ Quincy, Illinois / 
( Write Director of Admissions ( 
for free catalog. 
——— DNDN WD'LYWDA 





MICHIGAN 








BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNTING 


Co-educational 
Latest in equipment and 
training methods. Placement 
service to graduotes 


INSTITUTE OF COMMERCE 
Detroit 26, Michigan 





DETROIT 
1308 Broadway 














MISSOURI 








Shorthand Institute 











Noted for skilled professional training of Secre- 
taries-Court Reporters. Fast progress with pri- 
vate tutoring, choice of hours. Gregg or machine 
shorthand Ask for catalog Registrar, 511-T 
Locust St., St. Louis 1, Mo. 

NEW YORK 








HAWAII 





HONOLULU 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
4 Accrediting Commission for 

Business Schools 





. aie hill 


1959 


( ember 








MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 


ADA DDD") 





BE AN EXECUTIVE ASSISTANT 


Prepare for secretarial jobs with prestige! 
Two-year and one-year courses. Distin 
guished faculty. Individualized guidance 
Placement service For catalog write the 
Enrollment Director 
420 Lexington Ave., N.Y. 17, N.Y- MU 5-3418 
122 Maple Ave., White Plains, N.Y. WH 8.6466 
22 Prospect St., E. Orange, N.J. OR 3-124 


Berkeley School 





INTENSIVE 
BUSINESS COURSES 


DRAKE 


Schools in All Boroughs 


Secretarial—Bookkeeping 
Stenography—Typewriting 
Accounting—Office Machines 
Journalism—Drafting 
Spanish Business Courses 
Day, Night, Part Time 
POSITIONS SECURED 


Founded 1884 Guy E. O’Brien, Pres 


NEW YORK, 154 NASSAU ST 
Opp. CITY HALL, BEekman 3-4840 
Bronx Grand Conc. CY 5-6200 
Wash. Heights W. 181 st St. WA 3-2000 
Brooklyn Flatbush Av. BU 2-2703 
Brooklyn Broadway GL 5-8147 
Jamaica Sutphin Bivd. JA 6-3835 
Flushing Main Street FL 3-3535 
Staten Island Boy Street Gi 7-1515 


Write for 21-page illustrated 
book, “Your Exciting Coreer 


FREE As A Secretary” 


includes great names once secretaries 














OHIO 





MEDICAL SECRETARIES 


Medical & X-Ray Technologists. Med. Sec’ ys 
& Assts. (6 or 12 mos.) Co-ed. Lifetime re 
warding career. Graduates in demand. Good 
pay. Part-time Work. Dorms. Free Place 
ment. Clev. GI Appr. Five Modern Schools 


_ ARNEGIE INSTITUTE 


Known nation-wide: Boston, Cleveland, LA, 
Detroit. (AMi. Eastern Sch. for Physicians’ 
Aides, 85 Fifth Ave., N. Y.) Write Catalog, 
Dept. G, 4707 Euclid Ave., Cleveland, Ohio 


PENNSYLVANIA 














CAMBRIA- E 
usiness College 


422 Vine STREET 


JOUNSTOWN, PENNSYLVANIA 
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SOUTH CAROLINA 








PALMER COLLEGE 


Fully Accredited Junior College of Business 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 
giris. For catalogue write Charles E. Palmer, 
C.P.A., Pres., Charleston, 8. C. 














CECIL’S BUSINESS COLLEGE | 
SPARTANBURG, S. C. 
Golden Anniversary Year 

Modern Unique 1 and 2 Bedroom 
Apartments—Supervised 


Automation Institute Associate 











TEXAS 








GAIL COLLEGE... 


" GRADUATES 
EMPLOYED 





@ COMPLETE BUSINESS COURSE © OjL 
@MEDICAL © LEGAL © COURT REPORTING 








BOX 980 ABILENE, TEXAS 
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Advanced ABC’s 

Variations on the back-to-school theme 
for hundreds of Canadian secretaries . . . 
comes September, school comes back to 
them—through the mails. These secre- 
taries learn in their leisure through cor- 
respondence courses sponsored by the 
Association of Administrative Assistants 
or Private Secretaries. 

The Association’s aim is three-fold: 
to establish a national standard as “Ad- 
ministrative Assistant” for capable sec- 
retarial workers: to provide study facili- 
ties to enable girls to reach this standard; 
and to bring management to the realiza- 
tion that well-trained secretaries can do 
much to increase their own efficiency. 

The three-year curriculum offered 
through the University of Toronto in- 
cludes “must” courses in English com- 
munications, psychology, English litera- 
ture, and economics; and a choice of any 
two of business law, accounting. business 
organization, or human relations in busi- 
ness. Written examinations are given 
each May at centers throughout the coun- 
try. 

An ideal way to brush up your Shake- 
speare and your secretarial status. 


Be a Secretary-Scientist 

Slide rules and shorthand pads are 
standard equipment for students of the 
engineering-secretarial course’ at Pitts- 
burgh’s Business Training College. For 
these specialists not only learn how to 
spell engineers’ terms but how to use 
their tools. 

The course was inaugurated two years 
ago, alter school officials had conferred 


with engineers and industry to determine 
basic reyuirements. Secretarial skills and 
office-emachine techniques are covered 
72 








fully, but students spend many hours 
conducting experiments, taking field trips 
to industrial plants, sitting in on science 
conventions. etc. Actual materials from 
engineering firms are used in the typing 
and shorthand classes, and the secretaries 
are taught to read mathematical equa- 
tions and blueprints. 

Along with these “bread and butter” 
courses comes training in personality 
development and charm. The end result 
—a well-rounded “egg head.” 

Although classes have been small to 
date, they are expanding to provide a 
supply for the demand. If you're that 
rare blend of scientist and secretary, this 
might be the career for you. 


Vive la Secretaire! 

TODAY'S SECRETARY salutes Secre- 
taires Magazine, our French competitor- 
counterpart. And thank heaven someone 
in the office can “parle francais’—at 
least piece it together—now that we're 
on their mailing list. 

Secretaires Magazine differs from TO- 
DAY’S SECRETARY in format, but the 
content is surprisingly similar: “le shop- 
ping de Fabien,” articles on “beauté,” 
oflice equipment, fashions, and a smatter- 
ing of history and current events. Even 
Frank Sinatra, “le chanteur de charme 
no 1 en Amerique.” Under suggested 
records for vacationing. the French de- 
scribe Monsieur Sinatra’s voice as “at 
the same time relaxed and gay, good for 
dreaming, dancing, and resting.” All of 
this and a half-page photo, too! (What 
about der Bingle?) 

France even has a Miss Remington 
Rand, Anne Marie Moreau, Mademoiselle 
Secretaire °59, as announced in Secre- 
taires Magazine. The lucky winner: won 


a ten-day trip to three European capitals 
of her choice. Nor was the magazine to 
be outdone. They presented the runner- 
up with a trip to the Balearic Islands in 
the western Mediterranean. But what are 
we saying ... our readers may get ideas. 


Oh well, vive le OGA Contest! 


“Interests Considered Annually” 

Secretaries at the East River Savings 
Bank, New York, N. Y.. see their inter- 
ests considered annually at a 314-course 
meal. 

The banquet idea originated in 1953 
when an East River official decided that 
the best way to provide camaraderie 
among the female side of the hierarchy 
was to sponsor an annual luncheon. And 
so they did—and still do. 

The get-togethers, usually hosted by 
the executive secretaries of the bank's 
top officials, give the women a chance to 
meet those “telephone voices.” Each 
guest hangs her hat on the hook normally 
used by the officer for whom she works, 
sits in his special chair, and gets down 
to the business at hand 





eating. 

(To bring this idea to the attention 
of your boss, cut out and slip on his 
desk—unnoticed. He'll realize that the 
best way to a secretary s heart is through 
her stomach—if not her salary.) 


“Operation Secretary” 

How efficiently does the boss-secretary 
combination operate in most offices? 
This was the question that prompted the 
“Operation Secretary” survey conducted 
by the Veterans Administration, Wash- 
ington, D. C. 

Questionnaires were sént to 700 sec- 
retaries and 500 bosses in the Central 
Office to find ways of using their skills 
more effectively and making their work 
more pleasant. Some highlights of the 
findings: secretaries spend too much time 
on routine jobs: one-half hour of each 
day is devoted to non-productive activi- 
ties: secretaries need most improvement 
in shorthand and composing correspond- 
ence; employers need most improvement 
in ways of letting the secretary know 
the status of her performance and in ar- 
ranging jobs that best utilize her skills 
and time. 

After completion of the fact-finding 
stage of the study, an advisory group of 
secretaries reviewed the results and aided 
in developing conclusions and recom- 
mendations. 

To what avail such travail? A hope 
that the secretary-boss team will be 
stirred to self-examination .. . and sellf- 
improvement. 


TODAY’S SECRETARY 











Best-loved secretary 
gets highest award 


it’s an all-new Edison Voicewriter, of course! 


No need to “panic” when your boss 
Starts talking about machine dictation. 


Quite the contrary! He’s really telling 
you how important you are. And because 
you are his right hand, in a sense, he 
can’t afford to let you—any more than 
himself—be slowed down by an old- 
fashioned dictating method. He wants to 
free you from the time-consuming, labo- 


rious, sometimes nerve-wracking chore of 


taking shorthand notes and then tran- 
scribing them. He wants to give you extra 
time to take on more of the pleasant jun- 
lor executive tasks that can increase both 


juct of Thomas A. Edison Industries. McGraw-Edison Company, West Orange, N. J 


your prestige and your income . . . while 
relieving him of some terrific burdens. 

And here’s another Voicewriter advan- 
tage: When you get in a workload jam, it’s 
easy to pass along the Voicewriter Dia- 
mond Disc to another secretary —without 
the problem of unfamiliar shorthand notes. 
Y our boss’s voice comes through crisp and 
clear—transcribing for anyone is quick, 
easy and accurate! 


Of course, if you've already used dictat- 


ing equipment, you have some idea of 


what it can mean to a secretary-executive 
team. But the new Voicewriter surpasses 


Edison Voicewriter 
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anything you've seen or tried before. We 
think you'll be surprised and pleased by 
its clear, yet softly modulated playback 
and by the controls which keep you in 
complete command at all times. 


One good tip: When the boss mentions 
machine dictation, be sure he tries the all- 
new Edison Voicewriter . . . the finest dic- 
tating instrument ever built! Ask him to 
let you call the Edison Business Con- 
sultant in your area for a Voicewriter try- 
out so you can both see real dictating 
equipment in action. For free literature, 
write Dept. TS-09 at the address below. 
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And no wonder—electricity does the work—helps today’s 

smart women of letters turn out such truly beautiful work 


little time, with so little effort and so pleasing to the boss. 
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